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APPLICATIONS FOR POSITIONS 





= | S/I 
Boecklin, Peg. 
Applying for a job with letters and resumes; do's and don't in preparing them. 
opportunity, vol. 7, no. 2, Winter 1973-74, pp. 76-78, 81. 








‘SSMENT_CENTE 


= 3 1e124.9 .C73a 
Committee of University Industrial Relations Librarians. 
Assessment centers, Minneapolis, University of Minnesota, Industrial Relations 
Center, 1972. 3 pp. (Exchange bibliography no, 1608) 


a 3 

Moses, Joseph E, 
The development of an assessment center for the early identification of supervisory 
potential, Personnel psychology, vol. 26, no. 4, Winter 1973, pp. 569-580, 

Describes the Early Identification Assessment (ELA) program which was 

developed to evaluate a substantial number of short service employees to 
accelerate their placement and development in advanced positions. A typical 
EIA center evaluates around 1,000 employees annually. Successful assessment 
techniques used were: a leaderless group exercise; an in-basket; a personal 
interview; and written exercises related to vocational interest factors, as 
well as the Bell System Qualification Test I, It can be said that "qa strong 
relationship exists between performance in the early identification and 
expanded assessment center process," 


an 






vEYS 
Lyons, Thomas F. and Terry L. Dickinson, 

4 comparison of perceived-and computed-change measures over a three-year period. 

Journal of applied psychology, vol. 58, no. 3, December 1973, pp. 318-321. 

"This paper analyzes the accuracy of retrospective perceptions of change for 

a three-year period in measures of (a) job satisfaction, (b) communication, 

and (c) coordination." Comparisons indicated that retrospective measures wer 
less accurate than before-after change measures, 


5 


Wall, Toby D. and Roy Payne. 
Are deficiency scores deficient? Journal of applied psychology, vol. 58, 
no. 3, December 1973, pp. 322-326. 
Authors emphasize that deficiency score datum may be misinterpreted in 
job attitude research and consequently raw scores should be used in place of 
deficiency, change or gain scores. 


AUTOMATIC DATA PROCESSING--PERSONNEL 








) 


6 1d201 ~H37s 


Hemphill, Charles F., Jr. and John M. Hemphill. 





Security procedures for computer systems. Homewood, I11., Dow-Jones Irwin, 
1973. 251 pp. 

Chapter II, Personnel security, considers problems relating to the recruitment 
ind retention of trustworthy, dependable employees to operate the EDP installation. 
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@7 1d201. -M91j 
Mumford, Enid. 

Job satisfaction; a study of computer specialists. London, Longman, 1972. 

242 pp. 


Reports the results of a study of job satisfaction among computer specialists 

and reasons for their reportedly high levels of job satisfaction. In setting up a 
job satisfaction model, both the task itself and extrinsic factors (pay, promotion 
considered. Study is part of a larger res 





arch effort on technological 
yrganizations beirpcarried out by the computer research unit at Manchester 


r 





School. 
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CAREER PLANNING 


28 1e438.5 .T/lr 
Treanor, Edward M., ed. 
Readings in career development. New York, MSS Information Corp., 1972. 117 pp. 
A collection of reprints for courses taught by the editor. Partial contents: 


Leisure and the American worker, by J. D. Hodgson; Man's work goes from sun 
to sun, but woman's work is never done, by Edward J. Bloustein; Should 
quit your job? by Ralph Bugg; Jobs: an updated look into the future, fror 
Changing Times; The college graduate -- 1980 job prospects, 

Outlook Quarterly. 





from Occupational 





CHANGE 


5, ORGANIZATIONAL 





. 
J 


Tech, Rpts. ADe758e8 
Alderfer, Clayton P. 
The relevance of human intellect and organizational power 
development, Springfield, Va., National 
tion Service, 1973. 34 pp. 
mA 


4 critical essay discussing 


for organizational 


Technical Information Technical Informae 


several key problems in the application of bee 
havioral science to organizational problems is presented.... 
to organizational change that relies on 


relationship is proposed," 


An alternative approacl 
a complementary, rather than 


i col ] iborat ive 
Performing organizat n: Yale U rs D é ; 3 
ing organization: Yale nhiversity, Vepartment of Administr 


210 Tech. Rpts £D-762-08 
Bowers, David G 


-, Jerome L,. Franklin and Patricia A, Pecorella. 
A taxonomy of intervention; the science of organizational development, 
Springfield, Va., National Technical Information Service, 1973. 66 pp. 
"4 theory of Organizational Development is proposed which takes into accoun 


the nature of problematic behaviors, precursors to problematic 
impingement modes. A taxonomy of interventions, classified by impingement 
mode, is included with descriptions of all the 


interventions classified." 
Performing organization: Universit: 


of Michigan, Institute for Social Researcl 


le 
2— 1] 
Goggin, William C. 
How the multidimensiona) structure works at Dow Corning. Harvard business revier 
vol. 52 no. 1, January-February 1973, pp, 54-65. 

In 1967, Dow Corning Corporation changed its organizational structure from 
traditional division style to a matrix form, which evolvedinto the multidimensional 
structure discussed here by the corporation's president. Management by objective 
is considered a pillar of the new organizational structure and is employed at all 
levels. Goggins describes the advantages and disadvantages of a system like Dow's 
and the type of organizations which may find it useful. He sees the approach as 
one way to cope effectively with change. 

2-12 Ld72 . L66v 
Lippitt, Gordon L. 
Visualizing change; model building and the change process. Fairfax, Va. NIL-Learning 


Resources Corp., 1973. 370 pp. 
A "how-to" book for those interested in the use of models for conceptualizing 
change. The author discusses graphic, two dimensional, non-mathematical 


models, 
ind supplies guidelines and criteria for model building. He ees the use of mode 


as a way to give "change initiators" a visual tool for effectively diagnosing, under- 
standing and accepting change. The models shown relate to change at the 


group and organizational levels. 


individual, 


2-13 
Roeber, Richard J. C. 
The organization in a changing environment. Reading, Mass., 
Mr. Roeber examines the nature and direction of change 

basic thesis is that "the salient changes in the 


Addison-Wesley, 1973 158 pp, 
within organizations. His 

social environment are being gener 
ated b the release of constraints upon individual behavior." He 
managers must now view their organizations 


believes that 
as "open" systems which are subject t 
pressures even more subtle than economic and 
are included. 


technological change. [Two case studies 











CIVIL SERVICE 
2=14 
Savas, E. G. and Sigmund G. Ginsburg. 
The civil service: a meritless system: Public interest, no. 32, Summer 1973, 
pp. 70-85. 

Savas and Ginsberg are concerned that nineteenth century merit system concepts 
have not been updated and are still being used to deal with today's problems. 
[hey describe particular shortcomings in the New York City civil service in 
such areas as recruitment, examining, selection, promotion, motivational rewards 
and the jobs themselves. A particular problem, the authors feel, is the 
incompatibility of the old system with new collective bargaining requirements. 
[They report that the Federal civil service is superior to New York City's but 
still in need of reform. 


2=15 S/I 

Watkins, Joseph. 
[Thirty years of civil service for localities. New York state town and county 
government, vol. 24, no. 1, January 1974, pp. 16, 48, 50. 

Provisions of New York state's Civil Service Law were extended to all civil 
divisions including counties and towns in 1943, Watkins discusses some of the 
changes which have been made in provisions related to local civil service and 
how the Municipal Service Division of the State Civil Service Department 
provides advisory services to localities. 

CIVIL SERVICE, FEDE 





9016 
Andronicos, Bill. 

CSC chief says: Job situation okay except for Defense, Federal times, vol. 9, 
no. 48, February 6, 1974, pp. 1, 20. 

Remarks of Chairman Robert E, Hampton, U.S. Civil Service Commission, at a 
recent press conference, They deal with such subjects as the Federal employment 
picture, liberalizing retirement benefits, labor-management relations, equal 

employment opportunity, and Federal employee rights. 
2=17 Ic2] R72m 
Rosen, Bernard. 
Merit principles and effective government. Address...at the 1973 International 
Conference on Personnel Administration, Miami, Florida, November 27, 1973. 
Washington, U.S. Civil Service Commission, Office of Public Affairs, 1973. 
8 pp. (Civil service news) 
Points out the basic and positive relationship between merit principles 
and effective government. Urges public managers not only to maintain vigilance 
for violations but "to demonstrate and emphasize that the application of merit 
principles goes hand-in-hand with the basic objective of every responsible 


manager -- to get his organization's work done as efficiently and effectively 
as possible," 
2-18 Tall1.15 .Un35fi 19 
U.S. Civil Service Commission. 
Federal Job Information Centers; directory. Prepared by Bureau of Recruiting 
and Examining, Program Development Division, Office of Examination Plans. 
Washington, 1973. Leaflet. (BRE-9) 
2-19 1c26.46 .Un58p 


U.S. General Accounting Office. 
Proposed elimination of the apportionment requirement for appointments in the 
departmental service in the District of Columbia; report to the Congress by 
the Comptroller General of the United States. Washington, 1973. 19 pp. 
(B-84938) ; 

The requirement that appointments to the competitive civil service in agencies 

and departments located in Washington, D.C.; be apportioned on the basis of 
population among the states, territories and District of Columbia is found 
to be ineffective and this report recommends that the requirement be repealed. 
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CIVIL SERVICE, FOREIGN 











2-20 
Australia. Public Service Board. 
The Public Service Board, 1923-73. Canberra, Australian Govt. Pub. Service, 1973. 
25 pp. 
This 50th enniversary report on the Public Service Board contains the history and 


1c166 -Au7ps 


role of the Board as well as a listing of the commissioners and board members from 


1902-1973. 
2=21 Icl66 .G79A4ca 
Great. Britain. Civil Service Commission, 
Careers for graduates; posts in government service 1974, n.op., HM. Stat. Off., 


1973. 72 pp. 

Lists general and departmental posts in the British Civil Service. Job 
requirements, salary, and how to apply are noted. An informational section on 
recruitment, promotion, probation, etc. is also included. 


2022 Icl66 .G79A4cf 
Great Britain. Civil Service Commission. 
Careers for school-leavers; posts in government service 1974, nope, HM. Stat. 
Off., 1973. 40 pp. 
Describes positions available in the British civil service for non-graduates, 
Requirements and salary are listed, as well as general information on recruitment, 
training, promotion, etc. 


2-23 lal7 .Sp1M46g 
Medhurst, Kenneth N, 
Government in Spain; the executive at work, New York, Pergamon Press, 1973. 
256 pp. 


This history of the present government in Spain contains a section on the 
civil service - recruitment, promotion. pay and administration of the system. 





COLLEGE GRADUA TE: 


) J, 
~24 
Kelsall, Roger K., Anne Poole and Annette Kuhn. 1e155.2 .K29s 


Graduates: the sociology of an elite. London, Methuen, 1972. 284 pp. 

This is the second book based on a six-year follow-up of ten thousand men and 
women who graduated from British universities in 1960. Half of this study con- 
1 


siders the “social bases of recruitment into an educational ance ccupational 


elite." In the second half, where the authors look at family backgrounds, ther 
is particular emphasis on the position of wives and mothers and on conflicts be- 


tween home and work roles. 
COMMUNICATION TECHNIQUES 

a le Lé ) nz¢ 

o25 


Anderson, Richard 


Communication: the vital artery. Los Gatos, Calif., Correlan Publications 1973. 75 pp. 
Covers verbal and written communications, meetings, internal and external rgani- 
rational communications, confidential communications and the grapevine. 
One of a series prepared by Creativ: Management Center. 


9 
Bassett, Glenn A. 

What is communication and how can I do it better? Management review, vol. 64, 
. 


no. 2, February 1974, pp. 25-32. 
Lists and discusses five major facets of communication and examines the skills 


necessary to make it effective. 





COMMUNICATION TECHNZQUES (Cont'd) 


= 7 
Bowman, Lee. pee 
The executive as public speaker. Dun's, vol. 103, no. 1, January 1974, pp. 7l, 


E724. 
Tips on how to put a speech across. 


#28 


Conrath, David W. 

Communications environment and its relationship to organizational structure. 
Management science, vol. 20, no. 4, December 1973, Part II, pp. 586-603. 

An on-going investigation of relationships between modes of communication 
and the communication environment and organizational structure is described and 
results of an early empirical study are presented. The study examined relation- 
ships between modes of communication and formal authority structure, task or work 
flow structure and physical proximity in a major Canadian manufacturing organization. 


»Q 


Golightly, Henry O 


The what, what not, and how of internal communication. Business horizons, vol. 16, 


no. 6, December 1973, pp. 47-50. 
Golightly sets up guidelines appropriate for a manager in communicating within 
his organization. How to communicate, what to and what not to communicate are 
aspects considered. 
- 3U 
Jackson, Clyde W. 
How to write a manual. Journal of systems management, vol. 24, no. 12, December 
1973, pp. 38-39. 
The author makes suggestions for writing a manual and really making 


a 


it communi- 
cate effectively. He recommends communicating "with" the reader, not "to" him 
9-3] Ie552 .W16i 
Walsh, William. 





Industrial relations and communications, London, Gee, 1970. 215 pp. 
This book ts a close look at the labor-management picture in Great Britain 
ind reviews the importance of communications in industrial relations. Part twe 


provides a guide to the use of different methods of communication in organizations. 





DUCT--EMPLOYEE 


~ 


Mathis, Robert L. and William M. Jenkins, Jr 


a Die J . 
Rules for rule-makers. Supervisory management, vol. 19, no. 1, January 1974, 
pp. 19-24, 
This article provides supervisors with general guidelines for making and applving 


effective rules*for employee behavior. 


CONFERENCES 
-3 Ref, Ie405 .D62d 1974 
Directory of conventions. Philadelphia, SM/Sales Meetings magazine, 1974. 296 pp. 
Gives dates and locations of 1974 conventi 





f major international, national, 
regional, state and district organizations 


- le405 -M61« 
Miller rest — ° 
Conference leadership; a manual to assist in the development of conference leaders. 
Rev. ed. New York, Amacom, 1972. 116 pp. 
Manual aims at training managers in conference leadership and updating skill 
of e3 rienced conference leaders. Step by step guides are given and suggested 
reac re re listed. 
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CONFERENCES (Cont'd) 





2 35 

U.S. Department of Defense, 
Industry/business emergency 
and conduct conferences on 


U.S. Govt. Print. Off., 197 


COUNSELING 


T 


Le560 


planning seminars; 


. handbook on 
business and industrial prepardness, 


3. 38 pp. 


how to plan, organize, 


Washington, 


- 36 
Borow, Henry, ed. . Le mp | .B68e 
Career guidance for a new age. Boston, Houghton Mifflin, 1973. 48 pp. 
A book of readings supported by the National Vocational Guidance A »ciat 
that explores the relationship between “individual career needs nd the demand: f 
the economic, social and political environments." Partial contents: Work and 
| its meaning in an age of affluence by Aaron Levenstein; Work and the productive 





























personality, by Gardner Murphy; Behavioral counseling for Cc io l ision by 
} John D. Krumboltz and Ronald D. Baker. 
| -37 le361 .C8'! 
Cull, John G. and Richard E, Hardy, 
Vocational rehabilitation: profession and process, Springfield, I1ll., C. C. 
Thomas, 1972, 547 pp. 
Partial contents: Chap. 3, Changing rehabilitation manpower utilization, 
by Edward Newman; chap. 4, Developing trends in rehabilitation, by Corbett 
Reedy; chap. 8, Work evaluation: an overview, by Paul R. Hoffman; chap. 9, 
echniques of counseling in the rehabilitation process, by John G. Cull and 
John D. Hutchinson; chap. 10, Selective training, by George R. Jarrell; 
chap. 11, Vocational placement, by Richard E. Hardy. 
TIVE THINKING 
ne 
Slivinski, L. W. and G. J. Chagnon. 
Creativity and occupational membership. studi i personnel psy logy 
(Canada), vol.5 no. 2, Fall 1973, pp. 49-65. 

"The present investigation is a research study having its primary focus the 
investigation of one aspect of Guilford's Structure-of-Intellect Model. It was 
designed to assess whether one can empirically establish 'creativity' profiles 
based upon particular type of communication (semantic, symbolic and figural) 
and test whether a particular profile is linked with specific occupation." 

The experiment consisted of testing six occupational groups with fifteen of 
Guilford's divergent-production tests. The theory that there are differir 
| profiles ccordinge t yccupational groups was supported in part. 
A! 
| Mintzberg, Henry, 
| Strategy-making in three modes. California management review, vol. 17, no. 2, 
) Winter 1973, pp. 44-52. 
The enterpreneurial mode idaptive mode and planning mode re cribex 
separatel nd then in combination as part of the trate -maki proce 

f an organization. The author studied variety of small organizations re he 

found that virtually ‘all start in the entrepreneurial mod most later sl t 

in adaptive mode ind some move on to planning or back t entrepreneur in 

thei turi o” Be aphasizes the importance of adapting the mod to the itu- 
tion and the utility of using the modes in combination. 
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DECISION-MAKING (Cont'd) 
2-40 

Moore, P. G. 

Techniques vs. judgment in decision making. 
Autumn 1973, pp. 69-80. 





Organizational dynamics, vol. 2, no. 


&» 


2 
> 


Some emphasize the importance of managerial judgment in decision making while others 


take a technique-oriented approach. Moore illustrates the role of each, with case studies 


and concludes that is is essential to use both in problem solving. 
2-41 
Ruch, William A. 
What the supervisor should know about...quantitative decision making. 
management, vol. 19, no. 1, January 1974, pp. 25-30, 
Using linear programming as a case in point, this article discusses managers' 
use of quantitative techniques in making their decisions. 


Supervisory 


2-42 
Rutledge, Philip J., ed. 
Bureaucratic risk-taking. The Bureaucrat, vol, 2, no. 3, Fall 1973, 


pp. 246-295, 

"Bureaucratic risk-taking is more than a management style because the 
bureaucrat must directly confront complex issues of insubordination, contesting 
the advice of experts such as lawyers, being willing to ignore ‘tenure,’ and 
publicly protest as a personal act of expression."" This Forum consists of 
six articles: The art of disobedience, by Howard E. Ball; Bureaucrats and lawyers; 
legal myths and realities, by Michael E, Abramowitz; Bureaucratic reactions 
to congressional pressures, by Dean W. Coston; Service outside the civil 
service, by Kenneth D. Rainey and Ralph R. Widner; Responses of Federal 
agencies to employee risk-taking, by Cary Hershey; and Bureaucratic risk- 
taking: What role for ASPA?, by Philip J. Rutledge. 


DISADVANTAGED 


aon 1e418.9 -On2f 
O'Neill, Dave M. 

The Federal government and manpower; a critical look at the MDTA-Institutional 

and Job Corps programs. Washington, American Enterprise Institute for Public Re- 

search, 1973. 65 pp. (Evaluative studies 9) 

The objectives, effectiveness and financing mechanism of manpower programs, . 

especially the Job Corps, and MDTA-Institutional! — are con 1 2d. 

author gives descriptions, developments and alternatives to these programs hop- 

ing to promote debate on their effectiveness. 


2-44 


Tech, Rpts. PB-210-469 
Pacific Training and Technical Assistance Corp. 
The impact of urban WIN programs; final report. Springfield, Va., National 
Technical Information Service, 1972. 100 pp. 

This investigation shows that WIN had no major impact on the number or quality 
of jobs attained by the disadvantaged, these factors being conditional on the 
labor market. Yet it did prove effective in raising education levels and voca- 
tional skills. 

Sponsored by U.S. Manpower Administration, 


9n 45 

Southwick, L., Jr. and S. Zionts, 
The use of tax incentives for employment of underutilized resources. Management 
science, vol. 20, no. 4, December 1973, Part [, pp. 449-459. 

"This paper considers the use of subsidies or tax credits for the purpose of 
increasing the utilization of underemployed or underutilized resources. ... The 
effects on both subsidized and unsubsidized factors are considered....""' The 
final portion of the paper examines the effects of hiring subsidies or tax credits 
as a method of alleviating the unemployment of unskilled or less skilled labor groups. 




















DISADVA 





TAGED (Cont'd 


2-46 1d203 -Un665m No. 29 
U. S. Manpower Administration. 
A model for training the disadvantaged: TAT at Oak Ridge, Tenn. Washington, U. S, 
Govt. Print. Off., 1973. 50 pp- (Manpower research monograph no. 29) 
Describes the Training and Technology (TAT) Program, its accomplishments and 
its potential for wider application. TAT is «én industry-government program conducted 
by Oak Ridge Associated Universities and the Nuclear Division, Union Carbide 
Corporation at the U. S. Atomic Energy Commission's Oak Ridge Y-12 plant 


EMPLOYEES COMPENSATION 





2047 ; 1e564 -Un68r 
U. S. National Commission on State Workmen's Compensation Laws. 
The report of.... Washington, U. S. Govt. Print. Off., 1973. 15] pp. 
The report discusses the general objectives of a modern workmen's 
program, provides a detailed evaluation of the present setu 
and explores the future of workmen's compensation, 


compensation 
p, makes recommendations, 


EMPLOYEES--PARTICIPATION IN MANAGEMENT 





2248 Ie527 .C73s 

Committee of University Industrial Relations Librarians. . 
The Scanlon plan, Minneapolis, University of Minnesota, Industrial Relations 
Center, 1972. 2 pp. (Exchange bibliography no. 1607) 

49 


Conversation...with Lord Wilfred Brown. Organizational dynamics, vol. 2, no. 2. Autumn 
1973, pp. 30-46. 

A conversation between Lord Brown and William F. Dowling, editor of Organizational 
Dynamics. Lord Brown is especially known for the Works Gouncil he established in his 
Glacier Metal Company, a council that represented all employees and was empowered to 
make company policy. The main thread of the conversation "is the various ways in 
which institutional revisions can improve the collective quality of working life 
within the organization." 


EQUAL OPPORTUNITY IN EMPLOYMENT 





lel52 .Ad9r 
a . . * . 
Advisory State-Local Task Force on Uniform Employee Selection Guidelines. 
: : 97 & 
Recommendations af the... NePesg 1973. PPe mie « Pe areD 
Concludes: "The state of the art, the financial implications, and the deg 
‘ c ~?t + 
il “-s at ¢ \£ government--local 
of sophistication of personnel practioners at all levels of g vernmen 2 
state and Federal--preclude the effective implementation of these Guidelines. 
rants : : = pte ‘ effort to 
The Guidelines may, in fact, impede those agencies making a sinceré ffor 
: vit yr i é rit principles." 
meet the goals of equal employment opportunity and merit | i ip ° Pate 
Includes cover letter sent to Bureau of Intergovernmental Personne rograms, 


Civil Service Commission. 


<2! Iel52 .F49d 
Finkle, Arthur L, 
; + ‘ S afF4 ws a “+ Po ~~ he ‘nthor 
Discussion paper on the issue of affirmative action. NePes Th suthor, 
1973. 8 pp. 


Examines pros and cons of the affirmative action debate. 
McCall, John J. 
Income mobility, racial discrimination, and economic growth, 
Lexington, Mass., Lexington Books 1973. 212 pp. . 
An empirical and theoretical look at poverty, income distributi n, racial 
discrimination and unemployment. Longitudinal data are used in studies of tl 


income and poverty dynamics. "The theoretical part « l i 

oa : : : Se t + theaary #: ses 
stochastic theory of unemployment and racial discrimination. é heory focuses 
on the role of information and job search in explaining labor-market behavior. 
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2-53 

Miller, S. M. ) ‘ 
The case for positive discrimination. Social policy, vol. 4, no. 3, November- 
December 1973, pp. 65-71. 





Positive discrimination is defined by the 


author as “compensatory opportunity" 
and "affirmative action." 


He considers the use of preferences, allocational_priori- 
ties, and incentives as the three basic strategies, and discusses some of their dan- 
gers and difficulties in practice. To clarify his case for positive discrimina- 


tion he discusses four principles for making it work successfully. 


2-54 Iel152 .N21mo 
National Civil Service League. 
Models for affirmative action: NCSL's National Program Center guidebook for 
public employers. Prepared by National Program Center for Public Personnel 
Management. Washington, 1973. 63 pp. 

Contains affirmative action plans, policies and laws actually implemented 
by state and local governments. Illustrates how public employers have to 
handle such issues as recruitment, selection, legislative policy statement, 
delegation of authority, classification and job restructuring. 

Includes a model job description for an affirmative action coordinator. 


2055 Tech. Rpts. PB-220-081 
Rovner-Pieczenik, Roberta. 

The first decade of experience: a synthesis of manpower research and development 

projects in criminal justice and corrections (1963-1973). Springfield, Va., 

National Technical Information Service, 1973. 156 pp. 

"The report reviews the experience of the first decade of projects focused on 
the criminal offender as a manpower resource. The following topics are discussed: 
a brief history of the projects; assessing project success; an overview of the 
project participant; providing the offender with a job skill; employment placement 
and maintenance; program development," 

Performing organization: Criminal 


Justice Research, Inc. 
256 Tel152.5 .Un35ho 1973 
U.S. Civil Service Commission, 
FED facts on how the discrimination complaints system works. Prepared by} 
Office of Public Affairs. Washington, U.S. Govt. Print. Off., 1973. 
Leaflet, (FED facts 10) 
Pamphlet explains the why, what, how and when of the discrimination complaints 
system in the Federal government, 
Available from U.S. Government Printing Office, 


2-57 1e568 -W2le 
Ward, Hugh. 
Employment and addiction: overview of issues 
1973. 55 pp. (MS-5) 
By reviewing the literature and examining employer policies and practices, 
Ward investigates "the relationship between drug abuse and employment, with 
special emphasis on the role of employment in the rehabilitation process." 


‘ Washington, Drug Abuse Council, 


Em- 
ployment policies of the Federal government, New York state government, New York 
City government and New York City private employers are examined. Bibliography. 
EXECUTIVES 
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1el24 -B48b 
Biggs, Don. 


Breaking out--of a job you don't like--and the regimented life. New York, D, McKay, 
1973. 227 pp. 

This book is the result of interviews with corporation executives, counselors, 
psychiatrists and "breakouts."" The experiences of five 
along with personal 
life styles. 


"breakouts" are given 
narratives by distinguished Americans who have altered their 
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EXECUTIVES--ABILITIES AND CHARACTERISTICS 





EXECUTIVES (Cont'd) 


The black MBA: an in-depth Contact report, Contact, vol. 5, no. 1, Winter 1973, 
entire issue. 
Issue on the employment prospects and experiences of black MBAs. 
Contents: Why do you want this degree? by Gerard M. Peterson; Some funny things 
happen on the way up, by Stuart A. Taylor; 


! Getting at the roots ind the ire 
economic), by Donald H ‘ 





2S are poing.e.ee-and wha 1€ 


mbrick; Where the 


getting, by Bernardine A. Miller; Role playing is not a game, b udy Winston; 
Ready for the work of the world, by Richard J. Thain; Equal pportunit in 





national defense: there's room for improvement, by H. Minton Francis; In th 
community, as well as industry, by Kirk Jackson; "When opportunity knocks, 


answer,'' by Jean Arnold. 


nnel, Hospi ils, vol, 475 noe ? December 3 
are associated with organizatior tenc 








[he new approach that is anaging high-talent perso 


called Theory Z,. It can |! implemented through organizational innovation, 





changed attitudes toward personnel, and revised personnel licies, 


chaffer, Albert J. 





‘ inpower in Federal service: puffery in the public sector. 
The Bureaucrat, vol. 2, no. 3, Fall 1973, pp. 306-308, 


yr comments on the statements and data presented in the publication, 





} 1 


fanpower in the Federal Service by the -S. Civil Service C 





c<ecutive Manpower, March 1973. 


Robe rt 


,eidenberg, 
Corporate wives--corporate casualties? New York, Amacom, 1973. 177 pp. 


Through numerous case histories and examples Dr. Seidenberg, a practicing 





psychiatrist, hows how the corporate system places heavy stre: on executive 
wives and how these problems can be handled. Part one, "The trauma of transfers," 
deals specifically with the effects of executive transfers on the wives anc 
families. Chapter nine, "Room at the top--for men only," conside1 ome of the 


problems faced by women in pursuing careers in management and prote ional 
ccupations. 
ail 
Stevens, H. R. 
How to merge people as well as companies. Personnel journal, vol. 52, no. lL: 
December 1973, pp. 1046-1048, 1055. 
Stevens identifies steps in evaluating management talent of an acquired 


company and in keeping key personnel. 





[he compulsive manipulator. Personnel journal, vol. 
pp 1073-1074, 
Reports on the theory of Associate Professor Randall M. Evanson of the 
University of Wisconsin about leadership types. Rejecting Maslow, McGregor 


and others, he comes up with the "Sh Type," a hybrid manager who is a 


manipulator and may lead the organization to ruin, 
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> 
2-65 


JS344 . In8u 


International City Managers' Association. 
A unified response anism; ici > 
Sponse to urbanism; council-manager plan. Chicago, 1966. 


Characteristics and responsibilities of city managers, 


9-66 
Mackenzie, R. Alec. 
Toward a personalized time management strategy. Management review, vol. 64, 
no. 2, February 1974, pp. 10-15. 
Enumerates an array of principles of time management and illustrates how 
the busy executive can custom-tailor them to his own advantage. 


= 67 
McKeon, Richard M. 
The empathic manager. Supervision, vol. 36, no. 1, January 1974, pp. 21-22. 


The author explains why he feels empathy is an important characteristic to 
develop in dealing with people, and lists some of the qualities associated 
with an empathetic manager. 


2268 Iel24 .N2I1na 
National Association of Counties. 
National survey of the appointed administrator in county government. Washington, 


1973. 37 pp. 
[he survey reports on trends in the establishment of appointed county 
administrator positions by size of county, the legal basis for the position 
and the duties, personal characteristics and salaries of appointed county 
administrators. The appendices include sample job descriptions; sample laws 
and ordinances related to the appointment, compensation and responsbilities of 
the administrator; and sample organization charts of counties operating under 
the commission-appointed administrator form of government, 
2@69 Tel24 .P27c 
Patil, S. S. 
Choosing chief executives (for government undertakings)--ideologists, specialists 
or generalists? New Delhi, Indian Institute of Public Administration, n. d. 
29 pp. 
The author seeks to establish the same guidelines for choosing the best 
executives for government. He concludes that general management is best 
performed by the "generalist." 
Reprinted from: Indian Journal of Public Administration, vol. 18, nm l, 
January-March 19 





2, pp. 7-35. 


2-70 
Rice, Paul L. 
Making minutes count. Business horizons, vol. 16, no. 6, December 1973, pp. 1522. 
Author comments on his survey on time usage of over 600 executives in the Chicago 


area, Time logs, handling phone calls, meetin 
ire covered, Time saving suggestions are inc! 





s and other aspects ol communication 





Steele, John E. and Lewis B. Ward. 
MBAs: mobile, well situated, well paid. Harvard business review, vol. 52, no. 
January-February 1974, pp. 99-110. 

Presents findings from the most extensive survey of MBAs ever undertaken, 
involving 6 classes (the oldest 1947, the newest 1969) at 16 graduate schools : 
of business administration. Areas investigated were: number of chiet executives; 
starting salaries and salary ranges; length of time with an organization and the 
types of organizations; those who start their own businesses; numbers holdings 


line vs. staff positions; and proportion and salary of women MBAs. 
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Tipper, Harry i 
I > > 











The system; and what you can do with it, Bosto Gambit, 1 ° 
A ficticious informal report concerning a large corporation, th 
president, and the bureaucratic takeover resulting 1 domi nanc¢ 
Numerous types of executives are characterized. 
5 Lelz e UI 
ris, Auren and John J. Tarrant, 
to win our boss's love, approval...and job. k; 
> 19736 120 pp. 
7) 
rnies rer l C F. 
WI } rai 1 doe 't hely f lo é : 
] | 19 19. 
‘ rdi é thor there re five major re why I! 
x r ) corporations ré iilures. ihis rt 
eac é 1 int the way t< 1 successful program. 
’ ‘ ¢ the book Manageme Performance ppt 
tud tat Pers« el iteraturé vol. 
1072 ' 1 - 
a itS 
Meyer, Herbert E. 
[he science of telling executives how they're doing, Fortune, 
no, l, Jan I 197 +> PPe 102-106, 110-112. 
he "executive art and science" of performance « ] ion 
in telling of the formal and informal systems, such as self-¢ li 
peer group evalu: yn, and numerical systems, These systems 
to aid decision-making regarding pay increases, tability, 
planning. They are also a valuable way of learning what the 
Problems encountered are the halo effect, maintaining objectivit 
ship between the evaluation and salary, and the bureaucratization 
themselves. 
( ' was FRING rs 
fleyer, Pearl. 
vha ice presidents Dun's, vol. 103, no. l, nuary 1974, 
At I 1intains that most company presidents are 1 kr lec 
ha heir compensation should be and he f ibout ge i é 
» plan is proposed and a president's « ensation checklis 1st 
SELECT ION 
Ceriello, Vincent R. and Leonard Linden. 
Management resource program, Journal of systems management, ] 
December 1973, pp. 8-10, 
[he authors feel that the "fundamental consideration in nagé 
is that of providing for management selection," he discuss ne 
. ae ania 1d sh 
goals of management succession or replacement planning and 


replacement 


chart 
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2@84 le424.53 ,!} 

National Academy of Public Administration, 
4n approach to executive development in government: the Federal Executive Instituté 
experience. Washington, 1972? 162 pp. 

These essays supplement the Academy's evaluation of ths Institute, The Federal 
Executive Institute, U.S. Civil Service Commission: An Evaluation, published in 

[ 1971, Written by persons who have been closely associated with the Institute, the 
} essays "constitute a valuable addition to the understanding of the process of 
continuing education for public administration," 

Selected contents: Execttive training and administrative theor\ universalistic 
predilections and diffusionistic realities, by Chester A, Newl Relevanc f 
executive training at the Federal Executive Institute, by James R. Beck, Jr.; 

Can training really carry over to work? by William B. Eddy: Laboratory models ind 
executive education at the Federal Executive Institute, |t Michard C. Collins; 
) Profile of the Federal Executive Institute graduate. 

85 Te414.5 -Un3 5 1973 

U.S. Civil Service Commission, 
Education for public management; an interagency long-term training program. 
Prepared | ireau of Training, Training Assistance Division, Vashin n, J 3. 
33 pp. 

Describes general featuresof the long-term training program for mid-care: 

} identified by their agencies as having potential for increasing responsibility. 
Also describes programs of nine cooperating universities. Concluding section 
Management consider ions of long-term training. 
Uyterhoeven, Hugo E,. . 
What today's AMP's study. Harvard siness Scl 1 bulletin, lL, 49, - Oy 
November-December 1973, pp. 7-9. 

Mr. Uyterhoeven, Chairman of the Advanced Management Program for experienced 
managers at Harvard Business School, discusses the AMP curricul ind educational 
philosophy. [he 1973-74 curriculum has te segments: sines olicy, rke E 
management, financial management, management control, quantit ive analysis for 
decis ns, human be tior in organizations, maj polic issues i Labor 
relations, business and the world society, business and ideol > and elective 
courses, 

Von Der Embss« Thomas eg Ue r and seph F. Castellano, 
Three views of the ideal yrizon vol. Lf 10. 6, December 1973 
pp. 85-91. 

In trying to determine a businessman's ideal MBA the authors considers tl 
questions of speci ilist vs. generalist orientation, components curriculum K 
needs of various typée ot companies. survey of the personnel director . 
Fortune "500" com i v the basis of this article. riot student I 
Gave ised t anit st their attitudes with those t busines community. 

2-88 

Zeira, Yoré : 
[ntroduc yn of on-the-job management development. Personne] I Ly 
vol. 52, no. 12, December 1973, pp. 1049-1055. 

"The gap between the theoretical discussions of the 41 ' 1G 
the realities of an organization's operations can be ercome | the devel 
of effective on-the-job training methods."" The author discusses the 

idvantages of on-the-job management development and coacui ng s : 
the most important techniques. He recommends that p exec ives use tea 
building sessions to examine present efforts and lan successful inageme 
deve Llopmen programs. 

i] 











FRINGE BENEFITS 
2689 


Ie537 .M/77e 


Moonman, Jane. 
The effectiveness of fringe benefits in industry; including a survey of current 
practice undertaken Sy an independent study group. 
1973. 222 pp. 

This comprehensive analysis of fringe benefit practices in Great Britain is 

partially based on a survey of nine unions, forty six companies, the British 
Civil Service and the British Railways Board. Fringe benefits covered include: 
vacations, sick pay, pensions, insurance, profit sharing, cars, housing, education 
and executive benefits, Chapter thirteen reports data on the costs of benefits. 


Epping, Eng., Gower Press, 


2-90 
New fringe benefit: prepaid legal service Business week, no. 2313, January 15, 1974, 
p. 34. 
Prepaid legal insurance plans have jumped from 500 in 1971 to over 2500 today. 
The American Bar Association is expected to endorse the creation of a national 
clearing house for information and assistance in establishing plans. An insurance 
company plan already in force and a proposed union plan are also discussed. 


) 


-9) 1c146.5 .Un38s 
U.S. Congress. House. Committee on Post Office and Civil Service. 

Study of benefits for teachers in the overseas dependent school system, 
Washington, U.S. Govt. Print. Off., 1973. 26 pp. (H. com, print, 93rd Cong.) 
Recommendat£ons and information on pay, benefits, and personnel practices 

derived from on-site investigations, 


@F2 [e537 .V8lw 1973 
Virginia. Employment Commission, 
Wage rates and fringe benefits for selected occupations paid by Virginia 
manufacturers. Richmond, 1973. 147 pp. 

Fringe benefits surveyed include incentive and shift differential pay; 
pension plans; paid vacations and holidays; sick leave; and life, hospital, 
health and accident insurance, 

GRIEVANCES 
y* 
Pettit, George B. 
Would a group-gripe help? Manage, vol. 25, no. 6, November-December 1973, 


pp. 9-10, 
Reports the use of gripe meetings and a departmental bulletin communicating 
the gripes and their resolutions called "The Group Gripery."' Presents general 


guidelines for conducting gripe sessions and explains how complaints expressed 
at the first session were resolved. 
GROUP RELATIONS 
94 
Milton, Fred. 
An introduction to group work skill. 
196 pp. 


This book, written for the "non-specialist," aims at improving the under- 
standing of group behavior and group leadership. 


HEALTH, EMPLOYEE 


Te610 .M63i 


Boston, Routledge & Kegan Paul, 1973 





2-95 
Health Research Group. 1e568 athe 


A health research group study on disease 
Janette Sherman and others. 


among workers in 
Washington, 1973 43 


the auto industry, by 


ds 


pp. 
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| 9-96 le558 .St3w 

| Stellman, Jeanne M. and Susan M. Daum. 
Work is dangerous to your health; a handbook of health hazards in the workplace 
and what you can do about them. New York, Pantheon, 1973. 448 pp. 

Chapters on occupational disease; stress; noise and vibration; the effects 
of heat and cold; light, X-rays and other radiation; chemical hazards; welding 
hazards; controlling pollution in the workplace; and keeping health records. 

HEALTH MANPOWER 
9097 1e436 .P5B631 
Bognanno, M. F. and J. R. Jeffers. 
Manpower shortages: the case for physicians. Minneapolis, University of 
| nee P . soe + 
| Minnesota, Industrial Relations Center, 1973. 16 pp. 
) The authors provide a "conceptual framework by which estimates of physician 
requirements may be calculated using the relative income and internal rate of 
return approaches and compare them with those obtained by using the need method." 
| 2eI9R [e438 ~H34K181 
Kay, Eleanor. 
Health care careers. New York, F, Watts, 1973. 66 pp. 
The author discusses many careers in the health care field other than 
} 
physician and nurse. She also lists educational requirements, the course of 
study, and the national association for each occt tion. 
2099 1e436 .H34K96r 
Kuritsky, Joel and Glenn Reeder. 
report on an emerging occupation: the physician's assistant. Los Angeles, 
University of California, Allied Health Professions Projects, 1971. 35 pp. 
A survey of the functions of the physician's assistant and of the acceptance 
and use of the position, 
At he +7 . . A A * : 
At head of title: The UCLA Allied Health Professions Projects. 
\ -100 1e438.9 ~H34N21d 
National Health Council. 
Distribution of health manpower; an annotated bibliography. Prepared by Ellen 
Sax, Manpower Distribution Project. New York, 1973. 26 pp. 
) 101 1d203 .Un665m No. 25 


U.S. Manpower Administration. 
Meeting health manpower needs through more effective use of allied health 
workers. Prepared by David G. Shaw, College of Business and Public Administration, 
University of Arizona. Washington, U.S. Govt. Print. Off., 1973. (Manpower 
research monograph no. 25) 
& review of the Manpower Administration-sponsored projects dealing with th 


development, testing and application of methods designed to help solve som 
of the aspects of shortages in allied health manpower, New occupations for 
the disadvantaged and the transfer of skills from veterans of military 
medical service to civilian employment are discussed. 
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2-102 1d228 .Un85lr 

U.S. National Institutes of Health. 
Report on discussions of the Task Force on the Manpower Distribution Project 
of the National Health Council, January 24-26, 1973, Memphis, Tennessee, 
Washington, 1973. 35 pp. (DHEW pub. no. (NIH) 73-484) 

The Task Force was asked to: "(1) recommend criteria for selection proposals for 
local/regional demonstration projects; (2) recommend criteria for selection of 
areas or sites in which to implement demonstrate projects; and (3) develop 
guidelines for a national program to involve the health professions in alleviating 
the problem of maldistribution of health personnel." Their conclusions on these 
issues are summarized in the report. 


2-103 1e438.9 .H34Un85m 
U.S. Public Health Service. 
Medical specialities; an annotated bibliography and selected ongoing studies. 
Prepared by Health Resources Administration, Manpower Resources and Require- 
ments Branch. Washington, 1973. 30 pp. (DHEW pub, no. (HRA) 74-10) 

"In general, the subjects discussed in the publications and studies pre- 
sented in this report cover supply and requirements of specialists, task delega- 
tion, the use of allied health personnel, practice characteristics, and 
opinion surveys." 


HOURS OF WORK 
2-104 
Elbing, Alvar 0., Herman Gadon and John R. M. Gordon. 
Flexible working hours: it's about time. Harvard 
January-February 1974, pp. 18-20, 22, 24+. 
A special report on the use of various flexible working schedules in Europe, 
with emphasis on how they might be adapted to North America. The authors discuss 
how the problems involving shifts, size of organization, and service to clients 
have been met, as well as how the employees and their communities have adapted 
to new scheduling. They feel that since most employees have a stake in making 
the system work, problems are more easily overcome. 
20105 Tech. Rpts. AD-754e157 
Foster, William J. 
The rearranged workweek of four days, forty hours with a treatment of military 
applications. Springfield, Va., National Technical Information Service, 1972. 
132 pp. 

Provides an evaluation of the military foureday, forty-hour workweek experience 
at McGuire Air Force Base, New Jersey. Perceptions of relative advantages, disade 
vantages, problem areas, and level of effectiveness were obtained from managers, 
supervisors and customers through interview questions. 

Master's thesis, Air Force Institute of Technology, 1972. 

2-106 Tech, Rpts, PBe219-117 
Glickman, Albert S. and Zenia H. Brown. 
Changing schedules of work: patterns and implications. Springfield, Va., National 
Technical Information Service, 1973. 127 pp. 
Reviews experiences, suggests implications and provides recommendations for 


programs of research to fill significant gaps in relevant areas 





knowledge. 
Primary emphasis is on the problems and adjustments of the individual. Extensive 
bibliography. 

Performing organization: American Institutes for Research. 
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0113 1e638 .R99r 
Radovic, Igor 
The Radovic rule. New York, M. Evans, 1973. 155 pp. 
The Radovic Rule--""(a) In any organization, the potential is much greater for 
the Subordinate to manage his Superior than for the Superior to manage his Subordi- 
nate, and (b) The maximum rewards in employment are not to be found in upward mobility, 
but in stability at the rank and file level." How to manage the boss is explained to 
the subordinate who wants to succeed as asubordinate and has no aspirations for a 
superior's job. 
At head of title: How to manage the boss. 


2 114 Te608 .R9Lh 
Russell, G. Hugh and Kenneth Black, Jr. 
Human behavior in business. New York, Appleton-Century-Crofts, 1972. 202 pp. 
Improving interpersonal relationships through individual improvement and 
understanding of oneself is the aim of this book, Sections on conflict, 


conformity, communications, motivation, ethics and behavior change techniques 
are included. 


RELATIONS 
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2-115 HD6508 .C76r 

Conference Board, Inc. 
Resolving labor-management disputes: a nine-country comparison. New York, 1973. 
89 pp. (Conference Board report no, 600) 


"This report examines and compares the current practices of nine countries-- 
Argentina, Australia, Germany (F.R.), Israel, Italy, Sweden, the United Kingdom, 
and the United States--the types of disputes that are resolved by those methods 
[conciliation and mediation, inquiry and investigation, arbitration and 
judicial settlement |, and how effective the methods have been," 


= 116 HD6508 .In2n 
Industrial Relations Research Association, 
The next twenty-five years of industrial relations, ed. by Gerald G. Somers. 
Madison, Wisc., 1973. 207 pp. 
Past presidents of IRRA contributed to this volume by forecasting future 
trends in the field of industrial relations and its subcomponents: unions and 
collective bargaining, labor market and employment policies, law and legislation, 
organization and personnel, labor and developing economies, and education and 
industrial relations, 
2-117 
Nash, Al. 

Hospital values, conflicts and supervisory practices. Personnel journal, 

vol. 52, no. 12, December 1973, pp. 1056-1060, 1067. 

[he housekeeping workers in a hospital and their supervisors were the subjects 
of this study. The author investigated the reasons for the relatively few 
labor-management disputes in the hospital He found that cooperation between 
the hospital and the union in instilling a sense of the worth of the tasks 
performed was the main reason for lack of disputes. This remained true in 
spite of some punitive supervisory techniques, and generalized griping about 


jobs. 
2-118 7 

: HD8051 eA4 No. 1784 
U. S. Bureau of Labor Statistics. 


Characteristics of agreements covering 1,000 workers or more, July 1 
ton, U. S. Govt. Print. Off., 1973. 74 pp. (Bulletin no. 1784) 
[The study covers all manufacturing and nonmanufacturing industries 


, 1972. Washing- 


. » except air- 
lines, railroads and government, and notes data on major collective bargaining agreements 
Agreement provisions covered include wages, hours, leave, seniority, 


job security, 
employee benefits etc. 
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Gregg, Davis W. and Vane B. Lucas, eds. 


Life and health insurance handbook. 3rd ed. Homewood I11., Dow Jones-Irwin, 
1973. 1336 pp. 

This handbook is designed as a comprehensive reference tool on the major 
phases of life and health insurance, and covers pensions and other deferred com- 
pensation plans, government benefits, profit sharing, and estate planning. Appendi- 
ces contain a variety of practical material on contracts, riders and forms. 








y le POA, 1973/ 
i of + 5 / 4 
President's Commission on White House Fellows. 
ms : ees : , , . : 
White House fellows, 1973/74, Washington, U.S. Govt, Print. Off., 1973. »p 
. . . . q bi = 3 paige te sion 
Included in this report are: biographical sketches of the 1973/74 fellows; a 
roster of former fellows; and a description of the purpose, history and operatior 
of the program. | 
INTERVIEWLNC 
20121 
Ledvinka, James. 
Race f emnlovment 7% — : . 
spanalie emplo vent interviewer and reasons given lacl b ers f 
aving their jobs Jour i 
eaving their jobs, ournal of applied psychology, vol 98, n 3 
3 a ie a . r ae v - » NO. 
December 1973, pp. 362-364, ; 
Black and white interviewers i t 
BP sac nd whi te interviewers in a state employment service interviewec 
a job seekers concerning their reasons for leaving previo s j P | lt 
showed that black intervi ‘rs wer ) ici ae a - apt 
maid ¢ in erviewers were able to elicit more reasons involvin 
r 2ction or the 1ot } t } y . . . . 
Js I ! ] the employee or a re jection of the employee | Che 
employer, 
Minter, Robert L, 
What not to do in an interview, Supervisory management, vol, 18, no. 12, 
December 1973, pp. 2-4, 6-8. 
Lack of planning is the major pitfall in interviewing. This and other 


problems are discussed, along with suggestions for how the supervisor can 
plan and conduct effective interviews. 


=] 





Venardos, Marlene G. and Mary B. Harris. 
lob interview training with rehabilitation clients: a comparison of videotapé 
and role-playing procedures. Journal of applied psychology, vol. 58, no. 3, 
December 1973, pp. 365-367. 


Study showed that subjects involved with both videotape and role-pla 


i 
procedures improved in interview skills as compared with the atten ion- place 


OF PRIVACY 





Andronicos, Bill. 
Move under way to prevent data exploitation. Federal times, vol. 9 
January 16, 1974, p. 6. 
Reports on two-day conference on privacy and security 
t the National Bureau of Standards. Highlights address of 
cites a Code of Fair Information Practice proposed by 
Department of Health, 





a Secretary of 
Commerce John K. Tabor who 
an advisory committee on automated personal data systems of the 


Education, and Welfare. 











NVASION OF PRIVACY (Cont'd) 


1 
| 


Brooks, Jack. 
Data about people can be used for good or evil. 
Computers and automation), vol. 23, no. 1, 


Computers and people (formerly 


January 1974, pp. 31-32. 
In this statement at the Conference on Privacy and Security in Computer Systems, 
Representative Brooks, Chairman of the House Government Activities Subcommitte 
discusses. the conflict between the desirable capabilities of computers and data banks 
and their threat to privacy. 


Ae) 

Rosenbaum, Bernard L. ; 
Attitude toward invasion of privacy in the personnel selection process and job 
applicant demographic and personality correlates. _Journal of applied 
psychology, vol. 58, no. 3, December 1973, pp. 333-338. 


JOB DESIGN 
2-127 
Job redesign on the assembly line: farewell to blueecollar blues? 
: s > 79 Sle? 
Organizational dynamics, vol. 2, no. 2, Autumn 1973, pp. 51-67. 

One Dutch and two Swedish manufacturing companies were studied to learn about 
their experiences with the redesign of assembly line jobs. Seven questions were 
posed relating to the introduction of job redesign, attitude toward and benefits 
from it. Observations are made on distinctions among the companies and on the 

possibilities of future application in the U. S. 





JOB ENRICHMENT AND ENI 





22 128 Id65 .Wl7t 
Walters, Roy W., & Associates, Inc. ’ ah 
Cat \ ver ne } Dp ede 
25 reasons why job enrichment fails--and how to overcome them! NePes 
8 pp. 
sakes 1d65 .W17w 


Walters, Roy W., & Associates, Inc. 
What's ahead for job enrichment in the 70's? What's ahead in the 70's that 
will relate to profits and productivity? NePpes ned. 9 pp. 
As pioneers in job enrichment technology, Walters and Associates look at 
likely developments in management use of job enrichment techniques. 


JOB SATISFACTION 





2130 Tech. Rpts. AD-756«703 
Hansson, Robert O. and Fred E. Fiedler. 
Perceived similarity, personality, and attraction to large organizations. 


Spring- 
field, Va., National Technical Information Service, 1972. 17 


pp. 

"Two separate studies tested the hypothesis that perceived similarity to members 
of an organization was related to attraction to that organization, but only for 
relationship-motivated persons, and not for task-motivated persons. ...The paper 
seeks to integrate the literature on interpersonal attraction and on job satisfaction, 
and suggests practical implications of the findings." 

Performing organization: University of Washington, Department of Psychology. 
2e131 

Hrebiniak, Lawrence G. and Michael R, Roteman. 


A 
a 


study of the relationship between need satisfaction and absenteeism among 
managerial personnel. Journal of applied psychology, vol. 58, no. 3, 
December 1973, pp. 381-383, 

[The hypothesis that absenteeism is positively correlated with levels of 
perceived need deficiency or dissatisfaction was supported in this study of 
managers in a state organization. 




















JOB SATISFACTION (Cont'd) 

oe 

Ronan, William W, and Edmond Marks. 
The structure and stability of various job satisfaction measures, Studies in 
personnel psychology (Canada), vol. 5, no. 2, Fall 1973, pp. 7-27. 

Factor analysis of several differing systems of assessing job satisfaction 

was performed in this study. A "carefully selected and pre-tested 
attribute item pool for large, cross-validated samples--split on s¢ - 
cutting across all job levels within the same industrial setting" is used. 
The authors recommend that "factor analysis should be restricted to homogeneous 
employee groups which are:a posteriorially defined, so that the gs ces 
extraneous variabilit eee may be better co trolled." 

* [e 543. x ; 

U.S. Department of the Air Force, 
Nonprior service colleye graduate airmen responses to selected questions 
fr« the arch 1971 Airman Sample Survey, by John N. Taylor and Doris Black. 
Lackland Air Force ise, Texas, Air Force Human Resources Laboratory, 
Manpower and Personnel Systems Division, 1973, + PP. 

comparative survey of college graduate airmen, nd those i rme who were 
non-graduates. Some of the findings were: non-graduates had lLeé opportunity for 
iccelerated training, but showed better results when training wa ivailable; 
greater percent of college graduates were displeased with their ir Force jobs than 
non-graduates. "Also it was determined that the value of academic specialities 
to ir Force iobs is highly related in a posit ive direction to job itisfaction." 
#13 


Wanous, John P,. 





Effects of a realistic job preview on job acceptance, job attitudes, and jol 
survival, Journal of applied psychology, vol. 58, no. 3, December 1973, 


pp. 327-332. 
eports on a study of realistic and unrealistic job previews and their 
relationship to job expectations, job acceptance and job survival. 


Weitzel, William and others, 
[he impact of the organization on the structure of job satisfaction: some factor 
analytic findings. Personnel psychology, vol. 26, no. 4, Winter 1973, pp. 545-557. 


Investigates the question of the impact of the organization itself on the 
structure of job satisfaction for its members. Over one thousand salaried 
workers from five operating companies of one parent corporation participated in 
the study. Neither a general-factor nor a two-factor explanation of job 
satisfaction was found to be adequate. A four-factor theory composed of (1) 


t 
satisfaction with personal progress and development, (2) compensation, (3) 
organizational context and (4) superior-subordinate relationships is proposed. 
BOR FORCI 
136 HD 5724 ~D92w 


nnette, Marvin D., ed. 

Work and nonwork in the year 2001. Monterey, Calif., Brooks/Cole, 1973. 212 pp. 
Presents an overview of work and nonwork from historical, cultural, institu- 

tional, and rapid-social-change perspectives. Chapters on human resource account- 

ing and on the technology of measuring change. Among the contributors are: 

Glenn L. Bryan, Harry C. Triandis, Robert Dubin, Marvin D. Dunnette, Lyman W. 

Porter, Bernard M. Bass, and John G. Rhode. Chapters conclude with references 


ind suggested reading. 











LABOR FORCE (Cont'd) 
2#137 
Faltermayer, Edmund. 
Who will do the dirty work tomorrow? Fortune, vol. 89, no. 1, January 1974, 
pp. 132-136, 138. 

Many of the essential, but menial jobs in our society are going begging because 
the groups that have traditionally filled them (minorities, women, drop-outs) are 
seeking higher paying and higher status jobs. The author discusses additional 
factors, such as welfare, which are reducing this labor pool. In an effort to 
raise the status of many of these jobs some employers are instituting training 
programs, such as the one at Massachusetts General Hospital for "building service 
aides." The author also discusses some of the changing trends in the groups who 
are presently filling these positions. 


2-138 Tech, Rpts. PB-218-939 
Fleisher, Belton M., Donald 0, Parsons and Richard D. Porter. 
Dynamic analysis of the labor force behavior of men and youth. Springfield, 
Va., National Technical Information Services, 1972. 88 pp. 

"The theoretical and empirical analysis of the labor force behavior of males 
aged 14-24 and 45-59, The economic forces, including wealth, wage rates, and 
unemployment rate, which influence the work and schooling decisions of males 
are examined and the empirical importance of these and other factors are 
determined using data from the National Longitudinal Surveys." 

Performing organization: Ohio State University, Center for Human Resource 
Research, 


20139 1d203 .Un665m No. 27 
U.S. Manpower Administration, 
Baker's dozen: abstracts of 13 doctoral dissertations completed under 
Manpower Administration research grants. Washington, U.S. Govt, Print. Off. 
1973. 112 pp. (Manpower research monograph no. 27) 
[he dissertations fall into six broad subject headings: wages and income; 
sex, age and race discrimination; poverty and ghetto influences on social 
and economic behavior; employment and unemployment incidences; movement and 
migration; and education and training. 


LABOR-MANAGEMENT RELATIONS (PUBLIC SERVICE) 


2-1] 40 





Bairstow, Frances. 
Crossroads in bargaining--where are the professional unions now? Journal 
of collective negotiations in the public sector, vol. 2, no. 4, Fall 1973, 
pp. 351-358. 

[he purpose of this study was to determine if unionism and professionalism 
(judged from performance) are incompatible, and how professionals behave when 
engaged in collective bargaining. The author feels that white-collar workers 
are not comfortable in an "adversary role" with management and so they hire 
specialists to do their bargaining for them, "It is the process of collective 
bargaining which disturbs them rather than the objectives," 

New trends, such as participatory management, are discussed. 


) /, ¢ ‘ 

20141 Ie621 .B88c 

Bunker, Charles S, 

Collective bargaining: non-profit sector, Columbus, Ohio, Grid, 1973. 271 
Ancillary reading material for the student. Sections on contemporary 

developments in collective bargaining, problem areas, the legality of work 

stoppages, impasses and dispute settlement, and anticipated developments. 

Readings at the end of each chapter. Compares similarities and differences 

of various aspects within profit and non-profit sectors, Includes references to 

government employees (Federal, state and local), educational and health care 

personnel, 


Ppp. 














LABOR-MANAGEMENT RELATIONS (PUBLIC SERVICE) (Cont'd) 


2=142 
Cohen, David M. 
Grievance arbitration in the United States Postal Service. Arbitration 


journal, vol. 28, no. 4, December 1973, pp. 258-267. 
Arbitration in the Postal Service is compared with grievance procedures 
prior to reorganization of the Post Office Department. Cases are analyzed 
and trends (especially the role of stewards) are discussed. 
Jel4s 
Fox, Milden J. and Donald A. Heinz. 
Postal Reorganization Act: Postal Service collective bargaining 


nters nev 
era. Journal of collective negotiations in the publie sector, vol. 2, no. 4, 
Fall 1973, pp. 371-391. 

"The major objective of this paper is to trace the sequence of events that 
brought about the enactment of the Postal Reorganization Act of 1970, and to 
discuss the subsequent changes in collective bargaining practices as a result 
of the Act's impact on postal labor-management relations." 

[The paper concludes with predictions on the future of collective bargaining 
in the U. S. Postal Service, 


20144 le621 .J97p 
Juris, Hervey A. and Peter Feuille, 
Police unionism; power and impact in public-sector bargaining. Lexington, 
Mass., Lexington Books, 1973. 228 pp. 


A study based on 22 municipal police forces and their unions. Conta‘ns 
information in six major areas: The nature of police employee organizations; 
the structure, scope and process of collective bargaining; the impact of unioniza- 
tion on law enforcement policy formulation; the impact on the chief's ability to 
manage; the impact of police unions on the potential for professionalization; 
and the relationship between police unions and black officers in many urban 
areas. 
1 145 
Long, Garry and Peter Feuille. 
Final-offer arbitration: "sudden death" in Eugene. [Industrial and labor 
relations review, vol. 27, no. 2, January 1974, pp. 186-203, 
"Final offer arbitration--requiring an arbitrator to select one of the 
last offers made by the parties to a negotiation--was first proposed less than 
ten years ago, but it has already become the source of considerable contro- 
versy,... and the prescribed method of resolving certain public sector disputes 


in three states and two cities. This study reports on the experience with final 


offer arbitration in Eugene, Oregon, one of the first jurisdictions to adopt 
this procedure. Based on an analysis of the first six sets of negotiations 
' 


under Eugene's final-offer system, the authors conclude that this procedure 
has been relatively successful in preserving the parties' incentive to negotiate 


" 


their own agreements. 


Love, Thomas M. and George T. Sulzner. 


Improving Federal employee bargaining: the New England experience, Journal of 
collective negotiations in the public sector, vol. 2, no. 4, Fall 1973, pp. 405-419, 
"Some factors that encourage a procedural and inactive type of bargaining 


agreement among many Federal workers and management representatives are analyzed. 
Recommendations for changes in present policies and practices are presented and 


discussed, [The most significant recommendation is for strengthening government 
employee organizations by various forms of public subsidies, including 
industrial relations libraries, joint training programs for labor and management 
representatives, and government payment of the full cost of the administration of 
dues check-off for employee organizations." 

A revised version of a report prepared for the U.S. Civil Service Commission, 
Boston Region, 











LABOR-MANAGEMENT RELATIONS (PUBLIC SERVICE) (Cont'd) 








Taylor, George W. 

Collective bargaining in the public sector, In Industrial Relations Research 
ssociation. The next twenty-five years of industrial relations, ed. by Gerald 
Somers. Madison, Wisc., 1973, pp. 27-35. 

Taylor discusses three important differences between the public and private 
sectors which need to be considered before extending collective bargaining, as 
developed in the private sector, to the public sector, The differences examined 
are civil service regulations, taxation and budget-making processes in government, 
and the 


A 
4 
G. 


2-148 


Tyler, Gus. 
Labor in the metropolis. Columbus, Ohio, C. E. Merrill, 1972. 183 pp. 
Chapter 8 gives a short history of unionism among public employees and the 
1uthor discusses the reasons for union growth in the public sector. A section 
of the appendix is an excerpt from the report of the Maritime Trades Department 
on "Collective Bargaining in the Public Sector," and deals with the union approach 
to public sector bargaining. 


2-149 


Unionization of state workers growing. LMRS newsletter (National League of Cities, 
S. Conference of Mayors, National Association of Counties) WOl« Se BOs. ts 
January 


Ue 


2-150 


U.S. Civil 
FED facts on the Federal labor relations program. Prepared by Office of 
Public 
(Fed facts 15) 

Available from U.S. Government Printing Office. 


2@15] 


Watkins, 


Public sector unions the new "private government."" Washington, National Labor- 
Management Foundation, n.d. 26 pp. 


2152 
Wortman, Max S. and Craig E. Overton. 
Compulsory arbitration in state and local governments: the specialized case of 
Rhode 
no. 4, Fall 1973, pp. 421-432. 
"The article compares legislation on binding arbitration in six states that 
such laws. The Rhode Island statute is analyzed in depth; problems 
arising from it are discussed and solutions offered." 


have 


A capsule summary of the collective bargaining activities of state government 
employees, listed by state. 


An essay on the effects of public employee unions. Watkins writes that "there 
is little doubt that the development of public sector unions, which are private organi- 
zations and increasingly assuming the trappings of a private government, is having 
a tremendous impact on the civil service merit concept as we know it." 


HD6508 .In2n 


role of the strike. 


HD6508 .T97La 


1974, pp. 2-3 


1e623 .Un35£ 1973 
Service Commission, 


Affairs. Washington, U.S. Govt. Print. Off., 1973. Leaflet. 


le621 .W32p 
S. Rayburn. 


Lsland. Journal of collective negotiations in the public sector, vol. 2, 

















\BOR TURNO 

ines, Ge pe H. 
‘chievement motivation, occupations, and labor turnover in Ne ealand. l 
ipplied psychology, 1. 58, no. 3, December 1973, pp. 31 +P 

This study on the relationship among achievement motivation, occup n nd 

labor turnover in New Zealand examined the feasibility of ing nor rojectiv 
methods as a means of ¢ ending achievement motivation theory. lt idicatec 
1 tendency toward high levels of turnover among engineers, countants and middle 
managers, with high levels of achievement motivation. 

#154 

Schwab, Donald P. and Gary L. Packard. 
Response distortion on the Gordon personal inventory and the Gordon personal 
profile in a selection context: some implications for predicting employee enure, 
Journal of applied psychology, vol. 58, no. 3, December 1973, pp. y +e 


Response distortion of forced-choice personalit inventories and thei 











ability to predict employee tenure were studied using applicants who were tol 
that their scores would be used in selection and a group whic is te d é 
being hired, Nc significant mean scale differences € ¢ | 
shown; however, cer in scales were signifi« it] predicti 
applican roup but not in the control gt ° 
HL} 
o | Td ‘ dl 
Adamson, Arthur. 
[he effective leader. New Y« Pitman, 1970. 80 pp. 

[he primary purpose of this book is to assist the new leader in developing 
his abilities. [he author revie' traditional and modern thought on leadership, 
and explains the concept of "functional leadership." 4 checklist outlines 
the needs of the individual and the group and the functions of the leader who 
must respond to them, 

-156 ech. Rpts. AD-756-92] 


Jacobs, T. O,. and Leonard Carmichael, 
Leadership and organizational effectiveness, Springfield, Va., National Technical 
Information Service, 1973. 37 pp. 
Analyzes the role of leadership in organizational effectiveness using social 
exchange theory. 


Performing organization: Human Resources Research Organization, 


2157 
Korman, Abraham K, 

On the development of contingency theories « 

considerations and a possible alternative. 

vol. 58, no. 3, December 1973, pp. 384-387. 

Author proposes "to examine several reasons for the difficulty in replicating 

experiments based on contingency theories of 
future theory buildin 


»9£ leadership: some methodological 


Journal of applied psychology, 


leadership and to suggest 
f " 


implications of this analysis for f 
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LEADERSHIP 
2-158 


Vroom, Victor H. and Philip W 


22159 
Weiss, Allen, 
Leadership style and the locus of control, 
January-February 1974, pp 38-42, 


informational as well. 
trel. 


might use information 





2-160 


Tilmann, Robert C, 


-16]1 
: Rick * M Nixon) ; 
les President 969- (Richard M. Nix | ce 
yee ose ag -tments and agencies on Monday, December 24, 197 
Closing of government departmen a, agenc tha og Prone sce gig Prt 
i Monday, December 31, 1973. Executive Order 750, 
ana Mondays, T 





Sllen, Louis A, re a — 
uf 1 nent: Theory Y updated. Personnel journal, vol. 52, no. > 
{ tor management: SOLry 1 } - 
; ae n 079 
December 1973, pp. 1061-1072. ee 4 McGrecor's X and 
llen ntends that the assumptions behind Douglas McGreg 
a + co 4 is rn I ov 2 s ae a ‘ 
; } -t b lat On the basis of his ow é I 
Theor ’ have not been supported by data. t [ : eis -_ : 
m e - » 7 . c } Ta) . Chat I 
the opinions of 259 managers from 93 companies, he concludes - y M--for 
rive P pei : . , er 1 — _— He proposes a Theor i 
nor Y actually describe management beliefs about people. | 







































(Cont'd) 
1d34 .v96k 
- Yetton, 
Leadership and decision-making, 
Press, 1973, 233 pp. 

Examines "the extent to which the leader 
subordinates in decision-making." 
normative model showing the spe 


Pittsburgh, Pa., University of Pittsburgh 


encourages the participation of his 
In terms of a "decision tree,"' describes a 
cific decision process called for in difference 
classes of situations. Differences found from comparing how leaders behave and 
how the normative model indicates they should behave become the basis for a new 
approach to leadership development, 


Management adviser, vol. 11, no. 1. 

Accounting control need not be viewed as solely regulative, but can be seen as 

Every style of leadership depends upon information for con- 

Five types of control are considered in this article along with ways leaders 
to direct those under their Supervision. 


ract? rné Fc ctive 
y: care t your contract? Journal of colle 
Teacher pregnancy: care to look at you cc act geology 
negotiations in the public sector, vol. 2, no. 4, Fa aa + ci 
: ji é y with « other temporary 
"New EEOC guidelines have equated pregnancy with all C as I aad 
disabilities. All benefits, therefore, that are applicable to temporary 
» & oes 
, t ylicy, c ast practice 
disability, whether by contractual agreement, policy, or past | > 
5 7 " 
ar made é icé > to pregnancy as well, ; 
are now made applicable pregnancy j : - arias ik Ranh data 
‘pplication of these guidelines require "unambiguous h 
a ; 2 of absence! This article presents 
‘temporary disability', and ‘leave of absence’, s =a a 
, ns f ini issues to be considered in po y mé 
esti > y these terms, issues to be , 
suggestions for defining cal sepia Pee 
a memati, and special considerations when these concepts are app 
c c - c 
sy tt 
absence caused by pregnancy. 


P Py ——— ° ° -/ = , - 973 
N ) > V ‘ re oI -Cembe ly 
€ jy compi iC1O of | esid n ial docume nts, - > me 7 > 
r k com t n eres € I I \ ) T ec 


De 14573 38 F.R. 34451. 
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‘ i » ti best of bot approaches. 
management--that he feels combines the best of both approa 

































































Association for University Business and Economic Research. 
Bibliography of 1972 publications of university bureaus of busin id economic 
research. Boulder, University of Colorado, Business Research Divisior 1973. 215 pp. 
Publications are listed by institution, subject and author the ect 
covered are administration, and manpower (including personnel, and labor-manage- 
ment relations. ) 
20164 Id -C19s 
Carlisle, Howard M, ' 
Situational management; a contingency approach to le New rk, 
Amacom, 1973. 190 pp. 

"Insights provided by systems theory, the contributions from the behavioral 
and quantitative sciences, and the reaction of traditional management theory... 
have opened the way for the situational approach." The author presents his 
iodel of situational analysis as a new basis for management hought. The ten 
factors which make up this model, as well as the four basic steps in situational 
analysis are discussed, 

oll 1d22 .k 
Knudson, Harry R., Robert T. Woodworth, nd Cecil H. ell, 
Management; an experiential ° Ne rk, McGraw-Hill, 1 ° +4 )P. 

A collection of exercises in which the reader has the opp ty t 
experience concepts of management in much the same ay th anager il¢ 
in the organizational setting. It is written from the poin ic £ the 

anager and is concerned with his responsibilities, his lati hips in tt 
ition and his perf The authors focus behavi al i es of 
I ent ard which the experiential approach lends itself. 
~ LO Ld: -Ml17c 
seph W., ed. 
rat inagement; issues and viewpoints. Englewood Cliffs, N. J., 
Prentice-Hall, 1974, 662 pp. 
This compilation the Vice President-Planning, Universi f California, 
is divided into three parts: The disciplinary foundations of management, The 
environment of management: internal and external; The management "core."" Within 
these sections each chapter is written by an outstanding authori his article 
is followed by commentaries by two colleagues. Selected contents: Behavioral 
sciences for management, by Edgar H. Schein; Organizational change, Kenneth D. 
ackenzie; Leadership and management, by Fred A. Fiedler and in M. Chemers; 
Motivation and management, by: man W, Porter and Raym E. Miles anagement 
deve Lopm« » by Edward C. Ryterband and Bernard M. Bass ainagement in the ft e, 
t Joseph W. McGuire, 
- 7 I M36 
Martir Thomas L., Jr. 
Malice in blunderland. New York, McGraw-Hill, 19 oe | pp. 
In this sat itary on bureacuracy in everd li Mart 
ttempt« the law 1f organizational a ré ratic |t vi 
in one place. if 1 is that "bure crat bureaucraci¢ 
ré rchitect »9f much of lief r tl ial ] I \- 
inte C1 l iat cl rize ld today." 
#16 Ta ) A 
lichael Stepher i nd Halsey R. Jones. 
rganizational nagement; concepts and practice. Ne rl Int t 1973. 
2 pp. 
Sections on theoretical perspective behavior I t rma | r - 
itior asic organi ti desig integratir tl formal r lization, the t h- 
y I r i< ‘ ‘ 1 t ecision maki i tr the - 
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Management: Function — } rent. ] 
Management; functions and modern concepts. Gle » I1l1., Scott, Foresman, 
s on contributions to management 
igement, Includes glossary and 
ir programming, Monte Carlo 
~17 Id eR/73m 
) l . and I r - Murdick. 
Management update; the answer to obsolence. New York, Amacom, 1973. 232 pp. 


lhis volume on current issues in management includes chapters on social re 


sponsibility, organizational development, productivity, and management information 





[d228 .Ahlp 


Ahamad, Bashir and Mark Blaug, eds. 
[he practice of manpower forecasting; a collection of case studies, San 
Francisco, Jossey-Bass, 1973. 345 pp. 
These case studies examine manpower forecasting efforts for all occupations 


and for single occupations in a variety of foreign countries and in the U 


In evaluating these forecasting efforts for educational planning, the editors 


conclude that the "case studies suggest that there are important weaknesses 
in the methods that have been used to make manpower forecasts and in the ways 
in which forecasts have been interpreted for planning purposes." 
a17 
Davies, G. S. 
Structural control in a graded manpower system. Management science, vol. 20, no. 





eptember 1973, pp. 84, 
"Control is exercised on the parameters of a Markov chain model for a graded 
manpower system, and the effects on the structure of the system are examined." 


The parameters controlled are the proportions recruited into each grade and pro- 


motion and demotion rates. Illustrations of the model are presented for both fixe: 


size and expanding manpower systems. 


173 Id228 .G74p 

Governor's Conference on Comprehensive Manpower Planning, June 1971. 
Proceedings..., ed. by Edward B. Jakubauskas. émes, Lowa State University, 
Industrial Relations Center, 1972. 157 pp. 


Proceedings of the conference (which focused on manpower planning at the state 
level) include: Federal-state relations in manpower planning by Daniel H. Kruger 
and Organizing for planning: clarification of Federal, state and local government 
roles in planning, by John K, Meskimen. 

20174 Tech. Rpts, PB-211-440 
Lecht, Leonard A, 


Manpower implications of new legislation 4 





new Federal programs; priorities for 
research in anticipating the state-local government employment resulting from the 
Federal grantseineaid system. Springfield, Va., National Technical Information 
Service, 1972. 60 pp. 

"This study focused on estimates of employment in state and local governments 
arising from federal grantseineaid, in order to appraise research priorities on 
the role of the federal grant policies and programs in increasing public employe 
ment in other units of government. Employment generated by federal grantseine 
aid to state and local governments is estimated for fiscal year 1969 and projected 
for 1975." 

Performing organization: National Planning Association, Center for Priority 
Analysis. 


Sponsored by U.S. Manpower Administration. 














MANPOWER PLANNING (Cont'd) 


2@175 d ~N2I1d 


National Board on Graduate Education, 


Doctorate manpower forecasts and policy; a report with recommendations of the .... 
Washington, 1973. 21 pp. (Rept. no. 2) 
Considers social values involved in manpower analysis and discusses technical 


issues of labor market forecasting. Includes public policy recommendations. 





2-176 1d228 .Or3r 
Organisation for Economic Co-operation and Development, 
Reviews of manpower and social policies... Paris, 1963?- 
Reports of OECD Manpower and Social Affairs Committee examinations of manpowe 
and social policies in member countries. 
Volumes recently received: No. 4, Manpower policy and programmes in Canada; 
No. 5. Manpower policies and problems in Austria; No. 6, Manpower and social 
policy in the Netherlands; No. 8, Manpower policy in Luxembourg; No. 9, Manpoy 





policy in Belgium; No. 10. Manpower policy in Norway; No. 11. Manpower poli 


in Japan. 


2-177 Tech, Rpts. AD-757-753 
U.S. Department of Defense. 
Bibliography of manpower research. Prepared by Central All-Volunteer Force 
Task Force. Washington, 1972. 47 pp. 


"The bibliography was prepared to provide an organized listing and 
description of military manpower personnel research reports and studies.' 
[t includes those completed since 1 January 1968 or currently ongoing. 


Available National Technical Information Service, 





2~ 178 1d228.5 .Un/6a 
U.S. Department of the Navy. 


< 


Application of the Navy average grade model to the Naval Underwater Systems 


Center, Prepared by Laurence S. Mannis, Naval Underwater Systems Center. 
Newport, R.I., 1973. 28 pp. 


"Forecasts for manpower requirements by NUSC for fiscal year 1973 and fiscal 
year 1974 were made using a linear regression model of the goal programming 
variety. An application of one of the Charnes, Cooper, Niehaus career manage- 
ment models for manpower planning was then made to evaluate the consequences 
of the policy of reducing average GS grade to 9.35 while attempting to meet these 
forecasted requirements," 

MEDICAL CARE 

2#179 

Research Institute of America, Inc. 
A realistic company policy on alcoholism and drugs. New York, 1973. 24 pp. 

Staff recommendations on the effects of drugs and alcohol on employees in 
terms of productivity, efficiency, safety, and profits. Discusses rehabilita- 
tion programs and lists agencies in each state, the District of Columbia, and 
Puerto Rico where information and assisteice can be obtained. 





1e568 ,R3lr 


MIDDLE MANAGEMEN 





2-180 

Adams, Carl R. and Roger G. Schroeder. 
Managers and MIS: “they get what they want." Business horizons, vol. 16, no. 
December 1973, pp. 63-68. 

Article constitutes a descriptive report 
information and computer systems. Based on the results of an interview 
the discussion indicates general satisfaction with present systems and points out 
areas where improvements can be made in providing information for middle managers. 


O. 


of middle managers' attitudes toward 
survey, 
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MOR ALE 


2-181 
Johnson, Paul 0. and Joseph C. Bledsoe. 
Morale as related to perceptions of leader behavior. Personnel psychology, vol. 26, 


no. 4, Winter 1973, pp. 581-592. 

"The purpose of the research was to determine the relation of the morale of 
Georgia Cooperative Extension agents and their perceptions of the leader 
behavior of their immediate supervisor, the county agent chairman." Among the 
findings of the survey were that race and length of service were significant in 
scoring. Those agents with the longest service had the highest morale scores, 
and among all length of service categorfes, white agents had significantly higher 
morale scores than non-white agents. 


MOT I VAT ION 

2-182 

Dachler, Peter H. and William H, Mobley. 
Construct validation of an instrumentality-expectancy-task-goal model of work 
motivation: some theoretical boundary conditions. Journal of applied 
psychology, vol. 58, no. 3, December 1973, pp. 397-418. (monograph) 

"The purpose of the present research was to attempt to improve the 
understanding of the motivation process delineated by VIE [ valence-instrumentality- 
expectancy| theory through greater specificity in the conceptualization and 
measurement of the key variables and the interrelationships among key variables 
and behavior." 

A detailed VIE model was explained and results of tests of the model in two 
organizations were reported. In one organization, predictions of the model 
were supported; in the other organization, predictions were not supported. 

2#183 

Hines, George H. 
Cross-cultural differences in two-factor motivation theory. Journal of applied 
psychology, vol. 58, no. 3, December 1973, pp. 375-377. 

[he applicability of Herzberg's theory to conditions in New Zealand was 
tested by comparing job factor ratings and overall job satisfaction of middle 
managers and salaried employees. Contrary to findings in other countries, the 
results indicated the theory appears to have validity across occupational 
levels. For managers and salaried employees "there was no statistically 
significant difference between the motivator and hygiene factors for 
satisfied or dissatisfied personnel." 


either 


20184 
Luthans, Fred and Robert Ottemann. 

Motivation vs. learning approaches to organizational behavior. Business horizons 
vol. 16, no. 6, December 1973, pp. 55-62. 

Predicting and controlling organizational behavior through 


organizational 
behavior modification (0. B. Mod.) is discussed. The 


roles of deprivation and 
considered and the Premack 
learning knowledge is described. 
".,.The authors feel that the operant model and 


satiation, punishment and positive reinforcement are 
principle of reinforcement as part of operant 


behavior modification techniques 


may prove to be more successful in predictir ind controlling organizational be- 





havior than have been the content motivational models and techniques." 


2@185 
O'Leary, Louis K. 


Motivating the Now Generation. Performance, vol. 3, No. 6, November-December 1973 


Bs 
pp. 14-17, 32. 


The author is convinced that the new workers are 


different from previous workers. 
Given this belief, he recommends that 


a different approach to job structuring be 
ipplied, especially to assembly-line type work. He feels that dividing the job 
into work modules, providing feedback to the worker, and giving him a certain 
amount of control over the task assigned will motivate the worker to do more, to 
with programs at American Telephone 
and Telegraph have borne out his findings thus far. 


show up more regularly, etc. His experienc: 




















MOTIVATION (Cont'd) 


2-186 
Smith, Michael L. 
Goals: the individual and the organization, Studies in personnel psychology 


(Canada), vol. 5, no. 2, Fall 1973, pp. 39-47. 

"For individual and organizational goals to become compatible the needs of 
the workers must be considered. Maslow's need hierarchy is reviewed. An 
application of Herzberg's Motivation-Hygiene theory is reviewed. The concept 
of goals in this job enrichment event is discussed. Goal setting as a process 
is explored, Examples of the integrative process are given and the function 
of the supervisor in the process is outlined, Finally, obstacles to the 
successful integration of individual and organizational goals are considered," 
Only white collar workers are considered in the discussion. 


OCCUPATIONS AND OCCUPATIONAL CHOICE 





22187 1e438.5 .K24j 
Keefe, John and Stanley J. Stein, 
The joy of work. New York, R. Rosen Press, 1974. 128 pp. 

"This book is built upon the notion that achievement of satisfaction in work, 
through truly a complex problem, can, and in fact does, proceed from the ability 
to make a sound occupational choice." The authors examine the nature of work, 
current experiments in designing more satisfying jobs, and considerations in 
choosing a career and making career changes. 


2-188 HV4O .R38s 
Richan, Willard C. and Allan R. Mendelsohn, 
Social work; the unloved profession. New York, New Viewpoints, 1973. 226 pp. 


Examines the crisis in social work and makes a case for reform and for 
saving the profession. 
2-189 1e438 -N93R56y 
Robinson, Alice M. and Mary E. Reres. 
Your future in nursing careers, New York, R. Rosen Press, 1972. 11 


. Se- pp. 
Covers nursing's history, prerequisites, Licensure requirement ind job 
opportunities, as well as nursing in government services, 
OLDER WORKER 
2190 ‘ 19 
¢ c S i Ee ntc wv. vol. ; 
Functional capacity and job performance. Industrial Gerontology ) 
, 0723 ’ ° ° 
Fall 1973, /entire issue /. ; 7 ; aoe’ rte 
The entire issue consisting of seven articles is devoted to industria 1ealth 
functional capacity, age and capabilities of older workers. Several irticles 


report on the Industrial Health Counseling Service, a demonstration project operating 
in Portland, Maine. IHCS utilizes the GULHEMP technique of matching the physical 
mental and interpersonal capabilities of workers with appropriate jobs. An annotated 
bibliography on age, functional capacity and work is also included. 

Contents: The need for functional age measurements in industrial gerontology, 
by Ross A. McFarland; Learning, memory and age, by Karl F. Haberl indt; Appli- 
cation of a unique industrial health system, by Michael D. Batten; IHCS: physical 
capacity, age and employment, by Daniel A. Quirk and John H. Skinner; LHCS : be ne- 
fits and costs to industry, by Joshua M. Levine; The Industrial Health Counseling 


Service: an interview with three employer participants; Age, physical capacity 


and work: an annotated bibliogrophy, by Carol H. Kelleher and Daniel A. Quirk. 











ORGANIZATIONS 
2191 
Coleman, Charles J. and David D. Palmer. 


Organizational application of system theory. Business horizons, vol. 16, 
December 1973, pp. 77-84. 


no. 6 


> 


In striving to help managers understand systems theory as applied to organizations, 
the authors discuss and assess a systems approach to organizational design, leadership 
and decision making. 

2-192 

Drucker, Peter F. 
New templates for today's organizations. Harvard business review, vol. 52, no. l, 
January-February 1974, pp. 45-53. 

Drucker is concerned that organization theory and practice are facing a major 
crisis. Traditional answers seem inadequate, including the much touted organization 
development of recent years. New kinds of businesses and institutions require new 
design principles, which he describes and compares with early organization models. 

He sees the organization as a means to an end, i.e., the "liberation and mobili- 
zation. of human energies," 

This article is based on several chapters in Drucker's book, Management: Tasks, 
Responsibilities, Practices. 








Another article from Drucker's book, "The performance gap in management science: 
reasons and remedies," appears in Organizational Dynamics, vol. 2, no. 2, Autumn 1973, 
pp. 19-29. The focus of this second article is the relationship between managers and 
management scientists. 





2=193 Id72 .C13d 
Galbraith, Jay R. 
Designing complex organizations. Reading, Mass., Addison-Wesley, 1973. 150 pp. 


"This book is an attempt to present an analytical framework of the design of 
organizations and particularly of types of organizations which apply lateral 


decision processes or matrix forms." Includes case studies. 


20194 Id72 .G35o0 
Gibson, James L., John M. Ivancevich, and James H. Donnelly, Jr. 

Organizations; structure, processes, behavior. Dallas, Tex., Business 
Publications, 1973. 485 pp. 

The authors of this book focus specifically on the behavioral sciences and 
how they have influenced the theory, research and generalizations concerning 
human behavior in organizations. "The continuous thread throughout the hook 
will be the management of organizational behavior. ... Given this thread, our 
task will be to interpret behavioral science materials so that students ot 
administration can comprehend structural, process, and behavioral phenomona as 
affected by actions of administrators." 


2@195 1d72.9 .L620 

Likert, Rensis. 
Organizational improvement and human resources accounting. Ann Arbor, Mich., 
Rensis Likert Associates, 1973. 20 pp. 


"This paper will examine first the contribution of research to our under- 
standing of the human side of organizations and of how best to improve these 
human organizations. It will then show how this understanding of human 
organizations can be used for human resource accounting. 

Paper presented at the American Psychological Association meeting, Montreal, 
August 1973. 

2-196 

Scott, W. E., Jr. and L. L. Cummings, eds. 
Readings in organizational behavior and human verformance. 
Ill., R. D. Irwin, 1973. 611 pp. 


1d72.9 -C9lr 1973 
Rev. ed. Homewood, 


Readings are intended for advanced undergraduate or beginning graduate students 
in management, administration or personnel and industrial relations. 


Included 
are selections on motivation, leadership, task design, and reward and penalty 
systems. 
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Van Fleet i 1¢ e 
[The need hierarchy and theories of authority. Human relat he . 
173 pp. 567-580. 

Van Fleet develops conceptual framework for relati Mas low' ierarchy of 
needs and three theories of authority and for showing their impor e to o1 i- 
zation theory and human relations. Acceptance theor fo re l a 
ible general inclusive than either the formal theor . ynalist 
upproach because it "recognizes the ull impact o the ndivic ; ees the 
full range neec well both copi nd « ré i be . 

O YNEI 
2-198 o—- } bri Y + 
‘Gesell ypinion on selection-out/. Government standard . 
1», UM-2-UM-3. . " ” : re 

Reprints the emorandum opinion f - »- District as rna 
on oh selection-out procedures in the U. S. Foreign service : . mm ste es l 
ictivities in this are of the American Federation of Governm mp loyees. 

a 1 96 TAIGS . i 
How to build an excellent international staff. In Beeth, Gunnar. Internati 
management practice; and insider's view. New k, Amacom, 1973 p. 66-81. 

Discusses recruitment sources and personnel policies for overseas personnel 
especially managerial staffs, Point out some of the roblems f usin ime ric 
expatriat ré nt overseas managers and mentions veral reason y loc 

atic l r third-country nationals might be preferred. 
#200 Le 0 f - 4 
Administrative Management Society. 

Office salaries directory for United States and Canada; based on th tl nual 

survey, 1973-74. Willow Grove, Pa., 1973. 40 pp. 

Aimed at assisting administrative managers in making salary and benefit decision 
this survey presents weekly salary rates for representative clerical and data pro- 
cessing positions as of February 2, 1973. 

2-201 

Carpenter, Raymond L. and Denneth D. Shearer. 
Sex and salary update. Library journal, vol. 99, no. 2, January 15, 19 Ip. 
101-107. 

Reports data collected in 1973 on directors! salaries, beginning professional] 
salaries, and per capita support of the library system in public librari« in the 
U.S. and Canada. Data are analyzed by sex of the director. region, and size f 
the population served. Trends are indicated by a comparison of this data witl 
the results of a similar study made in 1971. 

2-20 

Chard, Carl. 
Setting Federal pay: report of December meeting, Classifiers column, vol. 4, 
no. 11, November-December 1973, pp. 7-8, 

Report of a seminar held on the « xpanded research and deve lopment going on 
in the Pay Policy and Standards Divisions of the U.S. Civil Service Commission 

on various issues associated with pay comparability. Twelve projects are 
identi fied. 
2«203 Lle53 ~-CSNG8b 1972 
New York (State) Teachers Association. 
Salaries of inexperienced college graduates; how do teachers' salaries compare with 
other fields? Albany, 1972. 16 pp. 
New York state teachers salaries are compared with salary data from the Collegs 


Placement Council Survey and the Endicott Survey. 
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90204 Te55 .P19w 1973 
Panama Canal Company. 
Wage averages, September 1, 1973. Prepared by 
Heights, Canal Zone, 1973. 78 pp. 
Included in this issuance are rates of pay for manual and non-manual 
categories, U.S. and non-U.S. citizens. 


Personnel Bureau, Balboa 


2-205 
Patton, Arch, 
DoeS Federal pay ‘'demotivate' more than motivate? Harvard business review, 

vol. 52, no. 1, January-February 1974, pp. 12, 14. 
The author briefly discusses some of the "demotivators" in the Federal pay 
and merit system, such as what he calls "longevity" increases, and promotion 
based as much on seniority as performance. He credits good leadership as pro- 
ducing the basically "alert, productive work environments" found in Washington. 
2-206 
Patton, Arch 

/The Federal pay System/. Business week, no. 2314, January 19, 1974 
no. 2315, January 26, 1974, pp. 11-12, 

First two part s of 


» pp. 12-13; 


1 series on the Federal government pay system. Part on 
discusses the executive pay structure and finds it "so full of negative motivation 
features that it would probably paralyze a private corporation." Part two de- 
scribes the background and operation of the General Schedule and the development 


and implementation of the concept of "pay comparability." 


2-207 

Ronan, W. W. and G. J. Organt. 
Determinants of pay and pay satisfaction, Personnel psychology, vol. 26 
no. 4, Winter 1973, pp. 503-520. 


The author feels that previous studies done in the area of pay and pay 
satisfaction have not clarified certain issues as they have studied only one 
variable at a time, were based upon small and restricted samples, and did not 

ross-validate the findings. 

The data he obtained were from management and supervisory groups, salaried 
non-supervisory groups, and hourly groups. Cross-validation showed his 
original sample to be quite stable, Intercorrelations among independent variables 
were also tested. An interesting finding of the study was that as occupational 
level and pay increased, money became more not less important, possibly as an 
indicator of "success." 





Roomkin, Myron and Gerald G. Somers. 


The wage benefits of alternative sources of skill development. Industrial 
and labor relations review, vol. 27, no. 2, January 1974, pp. 228-241. 
" 


[This article presents one of the first attempts to quantify the wage effects 


of internal labor market practices. Primarily using questionnaire data supplied 
by 659 employees of a machine tool company, the authors estimate the impact on 
wages of pre-employment training and related experience and compare theses 
results with the wage effects of on-the-job training and internal mobility after 
employment. They conclude that the internal practices of job promotion and 
training made greater contributions to the earnings of most blue-collar workers 
than the skill and knowledge acquired by these workers before joining the firn 
studied." 














PAY (cont'd) 


2=209 


SLA salary survey 1973. Special libraries, vol. 64, no. 12, Decembs 
pp. 594-628 
Reports the results of the 1973 salary survey of Special Libraries A: ciati 


members. Data are analyzed by census region. Standard Metropolitan Statistical 
Area, type of employer, academic background, years of experience, job res} nsibil 
job function, subject field, age, sex and race. 

-110 

Schwab, Donald P. 
Impact of alternative compensation systems on pay valence and instrumentalit 
perceptions, Journal of applied psychology, vol. 58, no. 3, December 1 i 
pp. 308-312. 

[The study investigated an issue related to Vroom's expectanc —— f 
motivation--specifically, the impact of three different pay systems lovee 
perceptions of the instrumentality of performance in attaining pay and the 
valence of pay. [he hypothesis that the attractiveness of pa nd perceptions 


about the linkage between performance and pay are higher for incentive paid 
employees than hourly paid employees was supported and commented on in tt 
irticle. 


211 [e55 ,.Un4t 
U.S. Advisory Committee n Federal Pay. 
Report on comparability adjustment for Federal statutory pay systems; 
message from the President of the United States transmitting his report on 
the comparability adjustment for the Federal statutory pay systems, togeth 
with copies of relative reports and executive orders. Washington, U.S. Govt. 
Print. O&f., i973. 4 pp. (H. doc. no. 162, 93rd Cong. 
The second annual report of the Advisory Committee inco1 ites its findings 
and recommendations with respect to fiscal 1974 p. Wijustments for Federal 
employees. 
-?] e>, ‘ 1 < 
U.S. Civil Service Commission. 
Computing salary comparability. Prepared | ureau of Policies d ndards, 
Pay Policy Division, Salary Policy Section. Washington, 19737 2 pp. 
Explains method used in establishing Federal pay rates. 
ém213 JK1308 .Un38r 1973 (Jan.-June) 
U.S. Congress. House, 
mgs of the Clerk »9£f the House from January 1, 1973 to June 30, 1973. Was! ingtor 
.S. Govt. Print. Off., 1973. 160 p H 93-14 ; — oe 
iatemid ob abba vie a kad oe — ~— ee ) 1 S 93rd Cong. , Ist Sess.) 
2/ sal. s and expenses of officers, 
employees and committees of the House of Representatives. 
2-214 1K1161 .Un38r 1973 (Jan.-June) 
U.S. Congress. Senate, 
Report of the Secretary of the Senate from January 1, 1973.5 t June 30, 1973. 
Washington, U.S. Govt. Print. Off., 1973. 719 pp. (S, dox o. 93-34, 93rd Cong., 


lst Sess. ) 


Included are the salaries and expenses of officers, employees an ommittees 


of the Senate, 


~ 
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ADMINISTRATION 





221 

Bureau of National Affairs, Inc. 

Personnel 

series) 
This continually updated service 


> 


management, Washington, 1973. Loose 


administration which is covered in the 


BNA service 


ef, 
2leaf. (BNA 


t 


. policy 


Payroll--Pa' 





[ell .B89pe 


and { 


yrractice 


provides basic discussions and reports on 
current practices in all areas of personnel management excep 


for wage and salar‘ 


Policies, Basic 





areas included are employment practices, employee be nefits, employee relations, 


management personnel practices, the personnel department and union 


99 


Committee of University Industrial Relations Librar 








[d6 
ians. 


relations. 





Human resource accounting. Minneapolis, University of Minnesota, Industrial 
Relations Center, 1972. 2 pp. (Exchange bibliography no, 1609) 
- lel& ie +] 
Goyal, Ramesh C. 
Problems in personnel and industrial relations in India. Delhi, National, 1971. 
43 pp. 

[This book presents an analysis of industrial relat ns d pe r l 
administration problems present in India by examining a varie f cas 
studies. The problems are placed into five categories: (1) problems due Y ’ 
rise of trade unions, (2) problems in personnel administration, ) problems 
union-management relations, (4) problems arising out of change and (5) | ylems 
in worker participation. 

=224 ell . | 

Lyons, Terry P. 
[he personnel function in a changing environment. \e rk, Pitman, 1971. 
24% pp. 

[he book covers all the inagement aspects of the personnel function, rathe 
than the mechanics. Specific attention is given those aspects most like] 
to be affected by social, economic, political or technological change. 

7 J -N85« 
PPBS personne L/ In Novick, David, ed. irrent practice 1 progr i tir t ) 
7 inalysis and case studies covering government ind busing . r Cr 
ussa 1973 pp. 193-205. 
[wo chapters in this book leal with PPBS per ine] Fede l renci . I 
"Recruiting and developing PPB staff,''Chester Wright discusss« the lification 
of the ideal PPB analyst and examines some of the problems involved in recruiting 
ind training analysts. In "Personnel limitations of ‘instant analysis' Edwin L. 
Harper, Fred A. Kramer and Andrew M. Rouse report on an investigation of the quantity 
ind quality of analysts in Federal agencies in 1968, three year fter the imple 
mentation of PPBS in domestic agencies. 
coter, Benjamin. 
An integrated framework for personnel utilization and management. ersonnel 
journal, vol. 52, no. 12, December 1973, pp. 1031-1039. 

Chase Manhattan Bank has adopted the controlled language tex re of 
Functional Job Analysis (FJA), developed by Dr. Sidne Fine for the oS. 
Department of Labor, as the basis of an integrated frame rk for personnel 
utilization and management. It is both a practical and conceptual approact 
to defining tasks and how people function in them, 

",..eThe ability to interact with the data base in a { ble¢ riented 
manner means that one may systematically compare organizational needs with 
individual (or group) experiences, skills, and interest," 
















PERSONNEL ADMINISTRATION (Cont'd) 
2227 Tech. Rpts. AD-759-358 
Sands, William A, 
4&4 handbook for the bivariate normal version of the cost of attaining personnel 
requirements (CAPER) model. Washington, U.S. Department of the Navy, Naval 
Personnel Research and Development Laboratory, 1973. 40 pp. 

"The Cost of Attaining Personnel Requirements (CAPER) models provide the 
manager with the information needed to formulate an optimal personnel recruiting- 
selection strategy. ... The report provides a detailed explanation of the steps 
involved in using the CAPER II model with, or without, access to computer 
facilities. Application of the model equations is illustrated using an 
example problem," 





) 


2-228 Tell .Sw3m 
Sweet, Donald H. 
The modern employment function. Reading, Mass., Addison-Wesley, 1973. 282 pp. 


Mr. Sweet believes that personnel departments must go beyond the basic 
hiring-firing function and provide "the expertise to select and match the 
skills of those selected to the organization's needs and to be the motivating 
force in staying alert to all the factors in government and in our rapidly 
changing economy that affect the work force," 
Selected topics include: the relation of the personnel manager with the 
line manager, budget and cost, equal opportunity employment; hiring, relocation 
and orientation; and out-placement. 
2~229 Iel9 .T54c 
Tjersland, Tore, 
Changing worker behavior. Fort Collins, Colo., Robinson-Warfield, 1972. 86 pp. 

A brief history and evaluation of the Human Resource Center of the Pacific Tele- 
phone and Telegraph Company and the American Telephone and Telegraph Company. 
The four major programs evaluated were: attendance award, non-emanagement appraisal, 
employee supportive services, and employee job information. 





Prepared for U. S. Manpower Administration. 
20230 Iel9 .Un95c 1972/73 
U.S. Department of the Army. 
Civilian personnel management annual evaluation fiscal year 1973. Prepared by 
Office of Civilian Personnel. Washington, 1973. 79 pp. 





2-231 
Meisner, Dwayne 


'Tis the season for yuletide graft-uh, pardon-gifts. Administrative management, 
vol. 34, no. 12, December 1973, pp. 22-23. 

Reports on a survey of company policies regarding giving and accepting business 
gifts. Examples of policies are given although only a third of the survey repondent: 
had formal rules concerning the acceptance of gifts by employees. 

PERSONNEL RESEARCH 

20232 Le20.9 -N48p 

New York (State), School of Industrial and Labor Relations, Cornell University. 
Personnel research abstracts, comp. by Richard A. Shafer and Mary Ann Coghill. 
Ithaca, N. Y., 1973. 52 pp. (Bibliography series no. 10) 

An annotated bibliography designed "to provide those engaged in personnel 
idministration with information concerning research relevant to the problems of 
using people effectively...."" The abstracts are compiled from the 1970 through 
July 1972 volumes of Dissertation Abstracts International, Psychological Abstracts 

and Sociological Abstracts. 














PERSONNEL UTILIZATION 
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Christianson, Elin. 


Paraprofessional and nonprofessional staff in special libraries. 
Libraries Association, 1973. 70 pp. (SLA state-of-the-art review no 

"This study focuses on the research conducted on th« 
category to review what we know and what we must 
personnel in order to obtain optional use of 


- =e 
nonprofessional personne 


find out about nonprofessional 


| 























manpower, plan more intelligently for 
future requirements and recommend needed educational programs." 

oune best -L6C83¢c 

vouncil on Library Technol 
The coming of age of LT proceedings of the fourth annual meetin; June 4-¢ 
1970, Palm Beach, Florida. Chicago, 1971. 35 pp. 

The participants in this meeting "considered the ctual performance and uss 
of library technical assistants and the uestion of certification." 
1e438 Lé ] 

Council on Library Technology. 

The LTA in the library world today; proceedin the works I t ee 
and Central Piedmont Community College, March 3-4, 1972, Charlotte, North Caroli 
ed. by Carroll Ann Hicks. Chicago, 1973. 127 pp. 

Proceedings include a panel discussion entitled "The employer nd employes t 
1t each other and themselves" and a talk by Mayrelee Newman on the future 
libraries and the role of library technical assistants. 

le438 . L6t 

Council on Library Technology. ne 
LTAs in the library manpower picture; proceedings of the third annual a OF 
sponsored by ... and Wilbur Wright Colleges Jar ry 28-29, 19 Chic ( Lllinois 
ed. by Richard } Taylor. Chicago, 1972, 69 pp. ' 

Proceedings include selections on: recruitment placement t i n¢ 
training of library, technical assistants. 

Healey, James H,. . 
Why not a Paul Principle? Business horizons, vol. 16, no. 6, December 1973, pp. ~54,. 

The Paul Principle, in contrast to the Peter Principle, is formulated as follov 
"For every employee who rises above his level of competence, there are sever 1 who 
full talents are not utilized." lealey examines several factor which i ibit l€ 
full utilization of employee abilities. 

Srinivasan, V. and G. L. Thompson. 7 ie ala 
\lternate formulations for static multi-attribute assignment models. inagem 
science, vol. 20, n 2, October 1973, pp. 154-158. 

The purpose of tl paper is to show that problem formulations -_ A prong” ™ 
personnel assignment model (when assignments are time-independent?) can be reformu- ; 
1 ited as either standard assignment problems or as bottleneck as orm — or 
The original problem formulations were presented in a 1969 paper by Charnes, Cooper, 


. : amic assionmer lels Familiarity with tt 
Jiehaus and Stedry on static and dynamic assignment models. Famili 


earlier paper is assumed in the present discussion. 
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PERSONNEL UTILIZATION (Cont'd) 
2-239 Te414 .Un455ce 
U.S. Department of the Air Force, 
Career area rotation model; user's manual, by Richard B. Williams, Larry T. 
Looper and Rodney Morton. Lackland Air Force Base, Texas, Air Force Human 
Resources Laboratory, Manpower and Personnel Research Division, 1973. 119 pp. 
(AFHRL- TR- 73-49) 
4&4 user's manual on the Career Area Rotation Model (CAROM) used by the 
Air Force in determining policy on placement and deployment. CAROM provides 
long-range projections on the consequences of a given set of policies "under 
a wide variety of assumptions regarding manning requirements, attrition rates, 
early-out policies, promotion policies, out-put from the entry-level training 
line, etc." 
gia 1d67 ,Un58c 
U.S. General Accounting Office, 
Cost of using civil service versus contract labor for loading containers 
at the Military Ocean Terminal, Bayonne, New Jersey. Washington, 1972. 21 pp. 
(B-171695) 
= 241 Tech. Rpts. PB-220-225 
Nordlund, Willis J. 
An investigation of the economic impact of computer-assisted placement systems. 
Springfield, Va., National Technical Information Service, 1972. 548 pp. 
[he United States Training and Employment Service has one hundred six jot 
banks and four computerized job matching systems in operation, here are ti basic 
syst S,; «ee, the job bank and the matching systems, under considerati 
"This dissertation focuses on the development and current operation of systems 
with particular attention given to describing the sequence of design and development, 
Ullman, Joseph C. and George P, Huber. 
‘re job banks improving the labor marke i ation system? Industrial and 
labor relations review, vol. 27, no. 2, 1974, pp. 171-185. 
"This study demonstrates that the fi ise of the job bank program fell 
far short of reaching its major goals. Using data that permit comparisons among 
Employment Service operations in eighteen cities with Job Banks, twelve 
‘comparison cities' without Job Banks, and the country as a whole, the authors 
apply several tests of extent to which Jol ks have reduced frictional unemplo: 
ment, achieved more efficient man- job matching, and improved service to disadvantaged 
ipplicants. They conclude that none of these goals has been achieved and the} 
Suggest several reasons for this failure." 
POSITION CI CATION 
/Class ification and Compensation Society Annual Conterence/, 
Clas iers column, vol. ) 11, November-December 1973, pp. 1-10. 
imma rie remarks by: the Honorable ivid N. Henderson, ice Chairman of 
the House Committee on Post Office nd Civil Service; Harold Suskin, President of 
the Classificati ind Compensation Society; John S. McKune, Director of Organie 
ition dnd Personnel 1agement, U. S. Dept. of Interior; Bernard Rosen, Executive 
Director, U. S. Civil Service Commission. 
Abstracts of panels on: New developments in white collar job evaluation and 
- blue collar legislation; Union roie in classification and pay 














PRODUCTIVITY (Cont'd) 
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Ronan, W. W. and Gary P. Latham. 
Effects of goal setting and supervision on worker behavior in an industrial situation 
Journal of applied psychology, vol. 58, no. 3, December 1973, pp. 302-307. 

Authors comment on the relationship between goal setting by supervisors and 
employee productivity, and report on a study which upheld a cognitive theory of 
motivation in an industrial setting. Goal setting accompanied by supervision 
was found to have a positive effect on employee performance while goal setting or 
supervision alone had either no effect or a negative effect. 

Me )5 
Weinstein, Alan G. and Robert L. Hoizbach, Jr. 
Impact of individual differences, reward distribution, and task structure on 





productivity in a simulated work environment. Journal of applied psychology, 
vol. 58, no. 3, December 1973, pp. 296-301. 

[This experiment which measured the effects of intragroup competition on 
group productivity indicated that competitive reward conditions yield greater 
productivity than equal-reward conditions. It was also found that individual 











productivity was greater when the task structure required less interdependence 
between group members. 
2 Tech. Rpts. PBe214=97 
Hollander, Earl and Robert W. Kessel. 
Ipegrading education for minority police officers. Springfield, Va., National 
Technical Information Service, 1971. 8 pp. 

"The focus of this study was on the problem of lack of promotional pportuniti¥s 
9r minority police officers. This study w to gain some idea of conceptions 
bout the promotions process and opportunities from a variety of people representing 
broad spectrum the police department e Civil Service) and the 

minority community." 

Performing organization: Urban Observatory f San Diego. 

PUBLIC ADMINI TION 
- eam [al2 .Am3c 1973 
American Society for Public Administration. 
Conference papers, 1973. Washington, 1973 Vv 


. Ve 
Selected papers: Productivity and Federal labor-management relat 
Chester A, Newland; The limits of Federal organizing, by Cary Hershey; The 


g 
public professional-turned-administrator: characteristics and policy roles 
of engineer Federal executives, by Richard L. Schott; Organizational imag: 
is a factor in manpower recruitment and retention, by Marc Holzer; Social 
equity and the public service, by Eugene B. McGr 


-egor, Jr.; Productivity 
bargaining in the public sector: caveat emptor, by Raymond D. Horton; The 
administrative assistant in the pract of blic administration, by Don C, 
Dodson, Victor R. Ewing, and James R ; The underlying determinants of 
intergovernmental st >. Flash, Jr.3 What municipal 
employees want from work: a pilot study in five suburban city governments, 
by F, Gerald Brown and Richard Heimovics; Job actions and recovery of working 


relationships, by E. L, Jack Embrey; An administrator's guide to central 





pu 


ynch 


trategies, by Edwar 





zation 
and decentralization: model for a more rational approach, by David 0, Porter and 
Eugene A, Olsen, 


calittiomteed HE 6371 ~C89p 1973 
Cullinan, Gerald. 
[The United States Postal Service. New York, Praeger, 1973. 271 pp. 


(Praeger Library of U.S. Government Departments and /gencies) 
A history of the postal service and a discussion of its organization after 
the Postal Reorganization Act of 1970, 




















PUBLIC ADMINISTRATION (Cont'd) 
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Drucker, Peter F, 
Managing the public service institution, Public interest, no. 33, Fall 1973, 
pp. 43-60, 

Mr. Drucker believes one of the biggest management tasks of this century will be 
to learn to manage service institutions for performance and results. He 
that performance cannot be guaranteed by a more "businesslike" approach, 
“better men," or setting more tangible goals. Bell Telephone and the Tennessex 
Valley Authority are cited as two examples of service institutions that are 


argues 








effective, and Drucker discusses the philosophies that make them work. He also 

analyzes some of the reasons why service institutions fail to perform. 
Condensed from the forthcoming book: M inagement: Tas Res] sibilities; 

Practices, by Peter Drucker, ae. oe a ae a 


2257 ; a 
Future trends in public administration -- predictions and dr cane SPA news ‘ views 
(American Society for Public Administration), vol. 24, no. 1, January 1974, pp. 67. 
Excerpts from speeches given at the 1973 annual conference of the International 
Personnel Management Association, by William McDougall, “xecut ive Direct rt or the 
Advisory Commission on Intergovernmental Relations; and Roger W. Jones, Consultant 
U. S. Office of Management and Budget. 


£22906 HD8051 .G9ld 
Grossman, Jonathan P. 
The Department of Labor. New York, Praeger, 1973. 309 pp. (Praeger Library of 
U. S. Government Departments and Agencies) 


r1 





ihe author, the historian of the Department of Labor, portray t istor 
rkin of the department along with the influencs f it ecre ies, 
Ll] eKL5t 
o 
Katz, Elihu and Brenda Danet, eds. 
Bure and the public; a reader in official-client relations. New York, 
sasic 1973. 534 pp. 

A compilation of articles on contacts between members of the public and 
bureaucrats. Its twenty-six chapters, almost all of them empirical, analyze 
interactions and attitudes on both sides of the counter. Contents: Introduction: 
Bureaucracy as a problem for sociology and society; Pt. 1, Environmental factors; 
culture nd community; pt. 2, The influence of the organization: goals, roles, and 
structures; pt. . ituational influences: the physical | cial setting; pt 
+, Makit yrganizations work for people: strategies for i rat nge 





Lin jes } id f, 
trategies for survival. New York, Amacom, 1973. l pp. 
i book is the author's effort t« ipply the successful management pra ic 


justry to governments and other nonprofit organizatior 


t head of title: Using business know-how to make our social system work. 
2—261 [all.6 .R77o 
-261 
Rowat, Donald C. ew 
[he ombudsman plan; essays on the worldwide spread of an idea. Toronto, McCle and 
and Stewart, 1973. 315 pp. . 
} wetter on ‘T “¢ “ount es? 
[his book includes a history of the ombudsman system in numerous countries; 
recent devel and relevance of the plan t he -S. and Canada; ombudsman 





legislatior in force in various countries and in s and local 


1 + 


: "1 } Inf t * and hibliocraph' f ombudsmer iterature 
jurisdictions in the United States; and a bibliograpl f dsme lite 





published since 1966. 
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28262 Ial1.8 -Se4a 
Self, Peter. 
Administrative theories and politics; an inquiry into the structure and processes 
of modern government. Buffalo, N. Y., University of Toronto Press, 1973. 308 pp. 
[he book is broadly divided into two parts which deal with the organization of 
government, and the structure and behavior of the senior civil service. Some of 
the subjects discussed are agency independence, allocation of function, the role of 
experts, and the influence of policy making on administration. Some comparisons are 
drawn among the government structyres and civil service systems of great Britain, 
France, and the United States. Recruitment and promotion are two of the topics h 
examines in all three systems. 


-263 X706 .Un63lab 1973 
U.S. Information Agency. 
[The Agency in brief 1973. Washington, 1973. 54 pp. 
"This booklet is intended for use primarily as a training document for new 
employees and as background information for Members of Congress and their staffs, 


members of the Advisory Commission, and consultants on Agency programs. It is 


—~ 
a concise introduction and a ready reference to the functions of the Agency." 


~264 [all.6 .W4lo 
Weeks, Kent M, 
Ombudsmen around the world; a comparative chart, Berkeley, University of 
California, Institute of Governmental Studies, 1973. 101 pp. 


A&A summary of eighteen ombudsman offices, nine at the national level, and 
nine at the local or provincial level. 





REDUCTLON 





-265 [e658 .M36r 


Martin, Roderick and R, H. Fryer. 





Redundancy and paternalist capitalism; a study in the sociology of work, 
London, G. Allen & Unwin, 1973. 278 pp. 

"The book examines a large redundancy in a i 
north of England. The firm in question cut its labou ree from 2,500 to 1,200 
over a period of two years through reducing recruitment, ‘natural wastage’ and 
dismissals. The aim of the study is to help understand the redundancy by relating 
it to the historical development of the town and to use the redundancy as a ‘key 
event? to illustrate the structure of the community." 





ized industrial town in the 





RETIREMENT 
2600 le71< -N46n 
New Jersey. Division of Pensions. 
New Jersey public employee benefit manual 1973 ed. np, 1973. 394 pp. 
",,..This manual outlines the benefit and contribution schedules and 
administrative practices of the systems administered by the Division of 
Pensions....'"' Provisions of laws and regulations are explained in detail. 


2 267 le708 .P64c 1971 
Pilch, Michael and Victor Wood. 4 
Company pension schemes, 2d rev. ed. London, Directors Bookshelf, 1971. 


244 pp. . 
Information on planning, designing, financing, and administering a pension 

scheme, Section on special pension plans (for directors, women, and manual 

workers). 























RETIREMENT (Cont'd) 














2-268 
Setups ' me ‘ > . es > 
Private pension funds. Road maps of industry, no. 1727, December 1, 1974. ) - 
fables on public and private pension funds, shov ng assets, per S covers 
contributions and stribution of funds. 
92969 : , 
lech. Rpts. PB-214 : 
Taggart, Robert, III. 
Theo oe ee a Pn + of t s 
The labor market impacts of the private retirement system, ield, *9 
National Technical Information Service, 1973. 225 PP. 
uT > id. swam t a '¢ a . - : ° 
The study examines the ‘impact of pension and profit-sharing plans on 
at emt’ 14 &+ a es aa _— * 
labor mobility, retirement patterns, compensati n, demand for older workers, 
layoffs during recessions, and the policy implications," 
Doctoral dissertation, George Washington University, 1973. ‘bstracted in 
Dissertation Abstracts International, vol. 34, no. 2, August 1973, p, 482-A, 
270 [e711 - Un35fe 1973 (Oct. 
eS. Civil Service Commission. 
FED facts on the civil service retirement system, Preparec Office f 
Public Affairs. Washington, U.S. Govt. Print. Off., 1973. pp. (FED facts 
An overview of the Federal government's retirement ste civilian employees. 
Available from U.S. Government Printing Office. 
~27] D71 F 39 19 
1 fal c : l - w . 
e Se 90Ccial security Administration. 
Annual report of the Board of Trustees of the Federal Old-age an urvivors In- 
surance and Disability Insurance Trust Funds, 1973. Washington, U. S. Govt. Print 
Off., 1973. 43 pp. (CH. doc. no. 93-130) 
>. 972 Te708 .Un89% 


U.S. Social Security Administration, 
Coverage and vesting of full-time employees under private retirement plans; 





findings from the April 1972 survey. Washington, U Govt. Print. Off., 
1973. 32 pp. (DHEW pub, no. (SSA) 74-11908, BLS rept. no. 423) 

Presents discussions and tables of data on characteristics of covered and 
noncovered workers and of vested and nonvested workers. Characteristics 


examined include industry, occupation, tenure, age, sex, race and earnings. 
Prepared with U.S. Bureau of Labor Statistics and U.S. Department of the 


freasury. 





273 
Winter, Ralph E. 
The golden years;retirees live better as private pensions, s ecurity rise. Wall 
street journal, vol. 183, no. 16, January 23, 1974, pp. 1, 27. 


+ 


Looks at recent trends in pension and social security benefits, pointing 
out the increase in benefits and the rising costs to employers and employees. 
Among reasons mentioned for rising retirement program costs: pressure from 
unions and generous early-retirement provisions. Legislative proposals for 
vesting, increased funding and insurance of pension plans will add to the cost 
retirement programs. 





RETIR 


fENT- - PLANNLNG 


=-274 Le708.9 M7 5n 


Monrovia Public Library. 


9 pp. 


The good life after 40, by Leon Probst. Monrovia, California, n.d. 


A bibliography for the retired or soon to be retired lists titles under the 
headings: environment, leisure financial and legal aspects, food and health, 
psychology, retirement and crafts. 











SAFETY 
2@275 
Baldwin, Doris M. 
~ —7/ 

Smile--you're on VTR! Job safety & health, vol. 2, no. 1, January 1974, 
pp. 13-17. 

The author discusses the role of videotape recording (VTR) in safety 
education, as well as the equipment required for setting up VIR programs of 
various sizes and complexity. 


2-276 Te558 .M29o0 
Mallino, David L. 
Occupational safety and health; a policy analysis. Washington, Government 


Research Corp., 1973. 53 pp. 

"The policy considerations that determine [Federal occupational safety and 
health} standards are identified and examined on the legal basis for standards, 
the administrative and organizational responsibilities." A discussion of the 
non-technical analysis of existing standards and recommendations for policy 
changes are also considered. Chapter VII cites a case study which demonstrates 
the development of a particular standard. 

-277 
Pope, William. 
Making management do it. Job safety & health, vol. 2, no. 1, January 1974. 
pp. 28-30, 

William Pope, Safety Manager of the U.S. Department of the Interior, suggests 
that accidents be viewed as "operating errors." Then management, after seeing 
how much time and money are lost, will be more willing to eliminate their 
causes. Pope also discusses the role of the safety manager in relating to ¢t 


CC cop 


management and the role of a computerized safety information system, 


<~278 Te558.5 .Un44o0 


] 


eS. Department of Labor, 
Occupational safety and health statistics of the Federal government 1972. 


Washington, U.S. Govt. Print. Off., 1973. 57 pp. 

Gives accident, injury and illness data for civilian and military 
employees, arranged by agency. Provides figures on lost workdays and dollar 
costs. 

SCIENTIST ND ENGI 





[e172 .Am3p 
fémerican Physicists Association, 

Projected supply and demand for physicists. Washington, 1973. 57 pp. 
Includes sections on the Federal government. 


e280 lel72 .B32n 1973 
Battelle Memorial Institute, 
Report on 1973 national survey of compensation paid scientists and engineers 
engaged in research and development activities, ...November 1, 1973. Prepared 
for United States Atomic Energy Commission, Washington, U.S. Govt. Print. 
O£f., 1973. lv. (WASH-1190) 

Survey utilized the age-wage approach, i.e. salary data was related to years 
since receipt of degree or chronological age. For sampling purposes the 
universe of scientists and engineers was divided into five sectors: industry, 

nonprofit research institutes, federally funded contract R&D centers, Federal 
government, and educational institutions. 











SCIENTISTS AND ENGINEERS (Cont'd) 





2=281 Iel72 .C12A 

Cain, Glen G., Richard B,. Freeman, and W. Lee Hansen, 
Labor market analysis of engineers and technical workers. 3altimore, Johns 
Hopkins University Press, 1973. 88 pp. 


A framework for analysis of technical workers employed, their salaries and 


other market variables was established and the need for a cost-benefit approach 
was suggested for the evaluation of the training and utilization of scientific 
and technical personnel. Authors also considered: meaning of shortages and 
surpluses of technical workers and difficulties in forecasting future demands 
and supplies. 
2-282 lel72 .En3am 
Engineering Manpower Commission, 
American engineering manpower 1969; statistics from the 1969 National Engineers 
Register, New York, 1971. 168 pp. 
Statistical breakouts by function, areas of technology, production or 
services, curricula, and age. 
2=283 
Kaufman, H. G. 
A convergent and discriminant validity analysis of utilization measures among 
"This study explored the validity of managerial and self-estimates of the 
utilization of engineers' knowledge and skills. Specifically, the estimates em- 


engineers. Studies in personnel psychology, vol 5, no. 2, Fall 1973, pp. 75-80. 


ployed were the percentage of time allocated to job activities and the ranking of 

how crucial it is for the engineer to perform adequately in each activity. Conver- 
gent and discriminant validity was indicated for one of four job activities jnvesti- 
gated as well as for an overall measure of utilization. The results of the study 
suggested that importance rankings of job activities may be just as valid a utili- 
zation measure as the more often used estimate of time allocation. In addition, 

it appeared that managerial-estimates may be substituted for self-estimates, particu- 
larly for measuring overall utilization." 


2284 1e438 sc2N21K 19 
Nationa: Science Teachers Association. 
Keys to careers in science and technology, comp. by Sandra D. Grim. tev. ed. 
Washington, 1973. 74 pp. 
Bibliography, designed for students and teachers, listing by subject area 
career guidance literature and the necessary information on obtaining this literature. 


2@285 
Perline, Martin M. and Robert W, Presley. 
Labor mobility and the "net advantage" theory. Personnel journal, vol. 52, 
no. 12, December 1973, pp. 1040-1045. 
This study was conducted among aerospace engineers and technicians during 
a period of declining employment. One finding was that those who were willing 
to relocate were relatively better off than those who were not, [t was also 
found that a higher percentage of the workers who moved tried to maintain thei1 
occupational status. 
-— 256 Iel72 .Unl7es 
U.S. Bureau of Labor Statistics, 
Employment of scientists and engineers, 1950-70, Washington, U.S. Govt. Print, 
Off., 1973. 96 pp. (Bulletin 1781) 
Includes data on employment of scientists and engineers in Federal, state 
and local government, 


U.S. National Science Foundation. 
Research and development in industry 1971; funds, 1971, scientists & engineers, 
January 1972. Washington, 1973. 90 pp. (Survey of science resources series, 
NSF 73-305) 
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SOCIAL AND BEHAVIORAL SCIENCES 





= 288 I1d192 .D78b 
Drake, Richard I. and Peter J. Smith. e 
Behavioural science in industry. New York, McGraw-Hill, 1973. 134 pp. 


Explains what behavioral science is; examines some of its specific areas — 
and its use in industry. Topics discussed include group behavior, organizations 
as systems, leadership, group relations training, job design, and organizational 
development. 

HM51 .Su8g 


= ‘ob! 
Sutherland, John W. ; a 
general systems philosophy for the social and behavioral sciences. New 
York, G. Braziller, 1973. 210 pp. : 
Examines the potential of general systems theory as a theoretical base fo 


the social and behavioral sciences. 


#290 BF 31 .W8 3d 
Wolman, Benjamin B., ed. 
Dictionary of behavioral science. New York, Van Nostrand Reinhold, 1973. 478 pp. 


Not available on interlibrary loan. 

SUPERVISION 
1629] 
Gruenfeld, Leopold and Saleem Kassum. 

Supervisory style and organizational effectiveness in a pediatric hospital. 

Personnel psychology, vol. 26, no. 4, Winter 1973, pp. 531-544. 

[his study differs from past studies on supervision in that the sample is 
taken from women in a non-industrial setting, whereas most previous studies 
have used male subjects in industrial settings. The use of nurses in a hospital 
meant the variables had to be somewhat unique. However, the research "provides 
support for the proposition that effective supervision requires high levels of 
both task and socio-emotional orientation." 


2=29: Id32 .R9la 
Russell, Lawrence 


ABC of supervision, New York, Pitman, 1972, 88 pp. 
vA ble oui Cam memes im * t 1 * ‘ . 
. Readable guide for supervisors that asks important questions, and in answering 
-hem sets out practical guidelines for a simple, logical approach to supervision. 
Sandell, Roland M. 

Using self-involvement to step up an employee's work effort, 


Supervision, 
vol. 36, no. 1, January 1974, pp. 19-20. 


> 
Dealing with the concept of ego-involvement is important to anyone seeking to 
be a better manager. To use this successfully, one must employ suggestions 
and recommendations rather than orders, allow an employee to criticize a task 
or an assignment, let the worker know the results of the assignment, and not 
forget to praise work that is especially well done, 
~294 [d32 .Se4e 
Seimer, Stanley J. 


Elements of supervision, Columbus, Ohio, Grid, 1973. 187 pp. 
Designed for students and practitioners, this book examines the basic 


functions of management and supervision 


le 


Partial contents: ¢ 





> 


and development programs for managers; chap. 9, 


»» 6, Recruitment, selection and placement; chap. 7 
[raining techniques and practices 


Moti 


ivation of personnel; chap. 12, Appraisal of the manager and management. 
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Conference 


Board, Inc. 


Supervisory training, by 


612) 


























y waite 











S. Wikstrom. New 














no. 
Discussion of the training of first-line supervisors and 1 
includes sections on job problems and performance on-the-jot 
training, evaluation of programs and cas« es. 
outlines and training schedules from various companies are l 
hundred U. S. and Canadian companies participate in the stuc 
of this report. 
- ; 
Paine, Fr « and Martin J. Gar 
Job attitudes of supervisor managers. Personne sycl 
Winter 1973, pp. 521-529 
This study « ires t titud yervisors ar 
dq rewards. t r i th , ‘ i ré r 
managers wit r ird to equity f rewart 1 cy rh 
tion, Sucl negativ ttitudinal o1 itati resul 
in the ] } run lecrease i tior ic 
results, wever ré t in if management i é 
tudes which inhibit the perfo of supervisors...!' 
1e Bureat Perso 1 Manag ement | | tion, Civil Ser 
ided support yr is research which v ( cted in the ° 
dministration,. Some ¢ nation is offer > indings t 
t the fact t t the or 1ization studi Federal ger 
Arvey, Richard D. and Stephen J. Mussio,. 
Determining the existence of unfair test discrimination for f 
workers. Personnel psychology, vol. 26, no. 4, Winter 1973, 
The purpose of this research was to determine if unfair te 
Was occuri for 266 female clerical rkers who "miglt be de 
culturally disadvantaged," and ) examine evidence for tes 
multiple regression procedures. The women were employed b 
service, The tests used were: thr rong Vocational Interest 
Adjective Check List Short employment tests of skills; Minne 
Analogy Test; an Environmental Participation Inde ind a 
form. 
h iuthors id that differen ests it res 
questioned if their sa r as really dis ged. 
Butcher, Jame v. ed. 
Objective personalit SSé ie changing perspectives. y 
1972. 12 pp. 

Presents eries of papers, some of which wer idresses 
ymposium On Recs t Devel ypme ce in the Use of the (MP1. bo 
in-depth study of issus involve in personalit assessment v 

lit inventories--especially the Minnesota Multi ic I 

~29 le 

Cameron, Colin. 

Discrimination in testing; bibliography. ev. ed. disor 
Wisconsin, Institute fe esearch on Poverty, 1 3. 14] de 
[he bibliography is concerned with discriminatory testing, 
processes, and with employers remedial efforts 

n di ination in employment and ability testing, rath 
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TESTS (Cont'd) 
2-300 * 
Cronbach, Lee J. and P.J.D. Drenth, eds. 1e236 .-C88m 
Mental tests and cultural adaptation. The Hague, Netherlands, Mouton, 1972. 
495 PP* (Psychological studies no. 7) 
Proceedings of a conference held in Istanbul, Turkey on July 19-23, 1971. 
Selected sections: Testing in its social framework; Crosscultural research 
strategy; Testing procedure; Testing devices; Correlates and determinants of test 
performance; Technical issues and proposals. 
2~ 301 
Ghiselli, Edwin E. 
The validity of aptitude tests in personnel selection. Personnel psychology, 
vol. 26, no. 4, Winter 1973, pp. 461-477. 

4 summary of the past fifty years of experience with "the use of tests as 
devices for assessing men and women for positions in business and industrial 
establishments."" The author examines the general trends in the validity of 
tests for personnel selection. 


2-302 lel22 -H71p 
Holdsworth, Roger F. 
Personnel selection testing--a guide for managers. London, British Institute 
of Management, 1972. 54 pp. 
Outlines "the characteristics, uses and limitations of selection tests at 


their present stage of development." 


2-303 [e221 .In8u 

International Personnel Management Association, 
Uniform guidelines on employee selection procedures, Prepared by Equal Employment 
Opportunity Coordinating Council. Chicago, 1973. 27 pp. 


Discussion draft of Uniform Guidelines issued pursuant to Title VII of the 
Civil Rights Act of 1964, as amended by the Equal Employment Opportunity Act 
of 1972; Executive Order 11246, as amended by Executive Order 11375; and 
the Intergovernmental Personnel Act. 


2-304 le221 .C73s 
Pennsylvania. Civil Service Commission, 
Summary of test validity for clerical jobs, by Stephen Berkley. Harrisburg, 


1973. 6 pp. 


"RAINING 


2-305 

Bahn, Charles. 
[fhe counter training problem. Personnel journal, vol. 52 
1973, pp. 1068-1072. 

"Counter training goes beyond resistance to training; it represents a 
genuine counterforce to training, with the result that the effects of training 
are nullified. Minimizing these effects can be accomplished by training 
at all relevant levels, bringing the impact of training right to the 
place, making sure that the composition of the training group reflects an 

awareness of the work situation, and designating as trainer a person who has 
spent some time on the job and knows not only the job itself, but 
conditions as well," 


» no. 12, December 


work 


working 














TRAINING (Cont'd) 
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2-306 Tech. Rpts. PB-210-935 
Barocci, Thomas A. 

The drop-out and the Wisconsin apprenticeship program: a descriptive and 
econometric analysis. Springfield, Va., National Technical Information 
Service, 1972. 319 pp. 

"The report contains: (1) A review of the literature on apprenticeship with 
special emphasis on the system in Wisconsin and the dropout; (2) an extensive 
methodology section which shows the development of the model...; (3) a 
descriptive analysis of th personal, occupational, pre-apprenticeship, 
post-apprenticeship income and attitudes of the former apprentices; and (4) 
models predicting success and post-apprenticeship income," 

Doctoral dissertation, University of Wisconsin, 1972. Abstracted in 
Dissertation Abstracts International, vol. 33, no. 7, January 1973, p. 3099-4. 





2-307 led: 7G79t 
Great Britaine Department of Employment. 
Training for the management of human resources; a report by the Personnel Manage- 


ment/Training Sub-Committee of the Joint Industrial Training Boards Committee for 


Commercial and Administrative Training. London, H.M. Stat. Off., 1972. 48 pp. 
The report is designed to be a framework for assisting training and develop- 


ment needs of those in the field of human resources management. It i 1imed at 
the specialist, the trainee, and at those concerned witl 


t W 1 designing and organiz- 
ing trainin 


g programs. 


é- 308 
Hardt, Erich. 
The best supervisors are the best trainers. 
January 1974, pp. 31-35. 
[raining of subordinatese-both new and experienced--by supervisors 
subject of this article which includes the "do's" and "d 


don 


Supervisory management, vol. 19, no. 1, 


is the 


[E> of 


such training 
«= 309 
Knowles, Malcolm S. LC5201 .K76ad 


The adult learner; a neglected species. Houston, Gulf, 1973. 198 pp. 


Reviews traditional learning theories and resulting teaching practices and 
"soes on to describe in greater detail the emerging theories about adult learn- 
ing based on the unique characteristics of adults as learners."" Supports the 
proposition that "adults must be treated differently from the way children and 


youth have traditionally been treated in schooling." 


=31( / _ ¥e s*ps 
310 le414 .Un35a 1973/74 
U.S. Civil Service Commission, 


Agency training centers for government employees, FY 1974, Prepared by 


Bureau of Training, Training Assistance Division. Washington, 1973. 

130 pp. (Pamphlet T-5) 
Lists purpose of center, programs and courses offered, and who may attend. 
Cover title: Agency training centers for Federal employees. 
Availgble from U.S. Government Printing Office. 

wane [e414 .Un35ds 

U.S. Civil Service Commission. 


Disincentives to effective employee training and development; a research 


project for the Utilization Committee, U. S. Civil Service Commission. Prepared 
by Ruth D. Salinger, Office of Evaluation and Management Systems, Training 


ae “pe : a : 
Management Division, Bureau of Training. Washington, 1973. 142 


v . . . PP 
[he report is divided into five sections: 


summary, the actions, methodology, 


conclusions, and back-up material in the appendices. 











TRAINING (Cont'd) 
2=312 [e414.5 .Un350f 1973/74 
U.S. Civil Service Commission, 

Off-campus study centers for government employees, FY 1974, Prepared by 

Bureau of Training, Training Assistance Division. Washington, 1973. 167 pp. 


(Pamphlet T-4) 
Provides management and training officials with up-to-date information 
on courses offered by educational institutions at Federal agencies. 
Available from U.S. Government Printing Office. 


2-313 Te414 .Un83p 
U.S. Postal Service. 
Profile of activities: PSMI. Bethesda, Md., n.d. 62 pp. 
A review of FY 72 activities of the Postal Service Management Institute (PSMI), 
including a listing of selected course offerings. PSMI is responsible for the 
managerial, supervisory, technical and operator training within the U.S. Postal Service. 


2-314 [e414 .Un83u 

U.S. Postal Service, 
United States Postal Service training and development guide. Washington, U.S. 
Govt, Print. Off., 1973. 183 pp. 


A catalog of courses. 


TRAINING--ADMINISTRATLION 


@315 1e418.7 .H1L9p 
Hansen, David A. and Thomas R. Culley. 
The police training officer. Springfield, I1l1., C. C. Thomas, 1973. 225 pp. 


[This book, written by two policemen, generally deals with the training of police- 
men and police training officers and specifically emphasizes: guidelines for the 
selection of training officers, planning and administration of training programs, 
schedules of instruction for recruits as well as advanced training for experienced 
personnel and supervisors, and the importance of discipline in training situations. 


6 316 [e418 .K39n 
Kenney, John P. and Eugene L. Donnelly. 
Manpower training and development, London, Harrap, 1972. 222 pp. 


Designed as an introduction to the field of manpower training and development, 
this book concentrates on the design and organization of the training function, 
training for specific categories of personnel (i.e. technicians, management), and 
the development of training in Great Britain’ since the Industrial Training Act 
of 1964, 

In cooperation with Institute of Personnel Management. 


20317 
Morano, Richard, 
Determining organizational training needs, Personnel psychology, vol. 26, 


no. 4, Winter 1973, pp. 479-487. 

Mr. Morano feels that the total training need of the organization must be 
assessed before a training department can outline the direction their courses 
must take, or before the training department tries to justify the need for the 
courses to management. He discusses surveys, manpower analysis, and organiza- 
tional analysis as methods of assessing organizational needs, and suggests 
using all three methods to get a more realistic picture. 

















TRALNING--ADMINISTRATION (Cont 'd) 





2-318 [e418.7 .M92n 
Mumford, Alan. 
The manager and training. London, Pitman, 1971. 152 pp. 
This book stresses the role of the manager in the training function. It was 


written for managers to help them perform their own direct training task, 
understand and evaluate the training process and direct the work of trainers. 
An annotated reading list is included. 


TRALNING- - 


\LUATION 





-319 
O'Day, Rory, 
[raining style: a content-analytic assesment. Human relations, vol. 6, no. 5, 
1973, pp. 599-637. 
The author's hypothesis is that effectively measuring the impact of a 
trainer on a T-group depends on having a procedure that permits a reliable ind 
valid description of what the trainer actually does in the group. He develops 


1 Training Style Scoring System that can provide “an empirically derived de- 
scription of training style based on a systematic classification of trainer-inter- 
ventions ." 
7 
TRAINING--METHODS 
= 320 le400 -En3h 
Engel, Herbert M, 
} nda +> f ~ 7 . . : . i P ~ 7 on > 
Handbook of creative learning exercises. Houston, Tex., Gulf, 1973. 276 pp. 


in preparing instructional materials and improving instructional. uutput. Sections 
on role playing, case studies and in-basket-training are included along 
annotated bibliography. 
2-321 
Kalt, Neil C. and Katherine 
Facilitation of learning from a technical manual: an explorat 
Journal of applied psychology, vol. 58, no. 3, December 1973, pp. 357-361. 
Article reports on an experiment which showed that the incorporation of 


[The author has designed a "ready reference" book for trainers tx help them 
with an 


MV 
i 


. Barrett, 
ory investigation, 


advance organizers, postquestions, concrete illustrations and delayed 


in a technical manual "facilitates learning and enhances the manual's 


" 


review 


effectiveness as a reference source, 


Margulies, Newton. 

The effects of an organization sensitivity training program on a measure of 
self-actualization, Studies in personnel psychology (Canada), vol. 5, no. 2, 
Fall 1973, pp. 67-74. 

The major question treated in the study was whether or not self-actualization 
was increased, as measured by the Personal Orientation Inventory (POI), in a 
month-long sensitivity training session, "Results seem to indicate that there 
were important changes in the direction of increased self-actualization of 
participants in groups where application of T-Group learning was a 





] 1< t 

part of the program design." 
- } 

323 
Aitken, Hervey H., Jr. 

: . . -— ae nd 25 
Vacation benefits for returning veterans. Federal bar journal, Ll. 32, 
nos. 2 and 3, Spring-Summer 1973, pp. 160-169, eeee ’ 
[his article investigates the legal rights of veterans in claiming vacation 
benefits by examining decisions in cases which questioned bargaining contract 


requirements related to compensated employment years, eligibility date and 


eligibility period. 








VETERANS (Cont'd) 


2<324 [e508 .Sch2c 
Schein, Edgar H. 
Career rehabilitation for ex-prisoners of war. Cambridge, Mass., M.I.T.; 


Alfred P. Sloan School of Management, 1972. 16 pp. 

Three part paper on the problems of career rebuilding faced by ex-prisoners 

of war. Part 1 discusses general ideas about career development; Part 2 

attempts to apply these ideas to the repatriate; and Part 3 deals with some 

of the issues confronting organizations who employ the repatriate, 

Paper presented to Conference on Career Planning for POW Returnees, Office of 

Secretary of Defense, Washington, D.C., November 16, 1972. 

2#325 
The Vietnam veterans: unemployed with honor. Management review, vol. 63, no. l, 
January 1974, pp. 51-55. 

This article probes the problems Vietnam veterans have in finding 
While it discusses personal obstacles such as alienation, drug addiction and lack 
of proper training, the article also mentions several programs geared to allevia- 
tion of the Vietnam veteran's plight. 

Condensed from Factory, October 1973 


De 


employment. 


WOMEN -EMPLOYMEN 





2-326 S/I 
Buzenberg, Mildred E. 
Women in management; good business in the 1970's, Management horizons (Kansas 


State University), vol. 4, no. 2, Fall 1973, pp. 1-7. 
[he author points out the increase in college-educated women, but suggests that 


women "are not being hired for jobs that fully utilize their capabilities." 
recent study comparing salaries and job titles of men and women business 
graduates of Kansas State University supports this contention. Stereotypes 

of women in management positions are indicated as a possible causal factor for 
the underutilization of women. Four common stereotypes are discussed along with 


research data and statistics which refute these beliefs. 


2=327 HQ1206 = .C77 
Cook, Barbara I. and Beverley Stone. 
Counseling women, Boston, Houghton M 


ifflin, 1973. 114 pp. 
A general discussion on the Feminist Movement and the role of counselors 
educators, this book also contains specific sections 


women and an annotated reading list. 


ind 


on vocational development of 


>. 292 


DOL proposes new sex discrimination employment guidelines. 
vol. 11, no. 27, December 31, 1973, pp. 261-264, 


> 


. Fair employment report, 
[The Department of Labor is quoted in a short discussion on the new proposed 
sex discrimination guidelines, and on the 


unsettled questions regarding 
pregnancy. The proposed guidelines are 


presented in their entiret. 


2— 329 
Ghozeil, Sue, 
Staff and distaff: why women work. Manpower, vol. 5, no. 12, December 1973, 


pp. 11-15. 


Children--their number, ages and school status--are found to be the biggest 
> 24 


factor affecting a woman's decision to go to work. Other influences discussed 
<4 
are: family income, attitudes, education, and the going wage. 





Article is based on studies conducted at Ohio State University's Center for 


Human Resources Research under contract with the U.S. Manpower 


Administration, 
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WOMEN--EMPLOYMENT (Cont'd) | 





2-330 

Lembeck, Ruth. 
Job ideas for today's woman. Englewood Cliffs, N.J., Prentice-Hall, 1974, 
224 pp. 


After a chapter on the basics of getting the first job, changing jobs, 
or going back to work, Ms. Lembeck goes into sixteen general areas where women 
can find employment. She discusses professional and non-professional jobs; 
what one needs educationally, materially and personally; the hours and salary 
one might expect; and how to get started. She includes an appendix of 
organizations that will supply job information on request, 


233] le154 ~M95p 
Murphy, Irene L. 
Public policy on the status of women; agenda and strategy for the 70s. 
Lexington, Mass., Lexington Books, 1973. 129 pp. 


In this first analytical study on the formation of national policy on the 
status of women, the author cites guidelines for the movement to follow 
and functions appropriate for a major lobbying effort, and applies tools 
developed by political science to the study of women. A major portion of the 
book examines the response of the Nixon administration and the Congress to 


demands for an end to legal and economic sex discrimination. 
2-332 1e154 .P75w 
Political and Economic Planning. 

Women in top jobs; four studies in achievement, by Michael Fogarty and others. 
London, G. Allen & Unwin, 1971. 328 pp. 

This book, part of a larger project on women's prospects in highe: 
professional and managerial work, consists of four studies on women: in two 

: ‘ ‘ t 2 tm tt ni ni at st 

large companies, as director of a business, in the BBC and in the administrat 
class of the British Civil Service. Topics discussed include: recrui 


career development and success, and the impact of marriage. 


tment, training, 


333 lel54 ow3w 
sweet, James A, 
Women in the labor force. New York, Seminar Press, 1973. 21] pp. 

Study considered family composition and work activity of wives in the United 
States in 1960; effects of family composition variables on the employment of wive 
in various socio-economic categories; and the é¢conomic significance of the em- 
ployment of married women. 


1lel154 .Un98w 


2-334 
U.S. Women's Bureau, 
Women managers. Washington, 1972. 6, 2 pp. 


Includes unpublished tables of U.S. Equal Employment Opportunity Commission, 


Bibliography. 


2-335 I d 
35 ' lel54 . Un98wt 1972 
U. S. Women's Bureau. 
Women workers today. Washington, 1973. 7 pp. 
> . - = : Ps = 
Personal and employment characteristics of women workers as of 1972 


YOUTH 
2-336 . 
: 36 1d224 -Unl7s 
U. S. Bureau of Labor Statistics. 
Employment of school-age youth, October 1972. Washington, U.S. Govt, Print. Off., 
1973. 15, 19 pp. (Special labor force report 158) 
Reports on the labor force participation of students and out-of school youth 
ages 16-24 as of October 1972. 
Reprinted from: Monthly Labor Review, September 1973, with supplementary-tables. 
Reprint 2911. 
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